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2 | INTRODUCTION

Opver the past dozen years, Microsoft Office has gone through a half-dozen upgrades.
And every time, pundits and reviewers trot out the same complaint: there’s nothing new.

No one’s saying that about Office 2007.

It’s taken Microsoft nearly four years to deliver this upgrade, which is roughly twice as long
as the average gap between each of the five previous versions. What were they doing in all
that time? O, just replacing the core interface that has defined desktop software since the

earliest days of Windows. Adding a new graphics engine. Tightening security. You know,
little stuff.

In its early years, Office was little more than a bundle of programs built by teams that some-
times worked at cross purposes with one another, and the whole package was held together
with the digital equivalent of baling wire and chewing gum. In this massive update, however,
Microsoft has delivered something genuinely new and surprisingly well integrated.

The new Office interface, with its Ribbon, tabs, and groups of commands, is a shock at first.
The more you know about the old interface, the more you’ll have to unlearn to become pro-
ductive again. And the old interface with its menus and toolbars isn’t gone completely. It still
has odd inconsistencies, as well as bugs, features that don’t work as advertised, and some
limitations guaranteed to drive expert users crazy. But for the fourth edition of this book, we
were pleasantly surprised to see how many of the new features actually work as advertised.

As befits the name, Office 2007 has a decidedly corporate bias. In fact, some of the collabo-
rative features that are at its core are available only if you enlist an army of I'T professionals
to run a room full of servers. To help show you how to make Office programs work with
SharePoint and other network-based services, we had to build our own corporate network.
(In the process, we developed a deep empathy for the challenges that network administrators
have to deal with every day.) But we didn’t lose sight of the fact that most of our readers still
think of Office as personal productivity software.

Some of what you see in Special Edition Using Microsoft Office 2007 will be familiar to you if
you’ve worked with an earlier edition of this book. We didn’t take the easy way out and sim-
ply reprint some of those old chapters on the theory that the programs didn’t change much.
Instead, we went through every chapter, sentence by sentence, testing, verifying, updating,
and adding a wealth of new information to ensure that this book is accurate and absolutely
up-to-date.

WHO SHouLD Buy THIS BOOK

If you need an Office reference book you can rely on—one that won’t bore you with the
obvious, pull punches when Office comes up short, or turn mealy-mouthed when you hit the
really hard parts—you have the right book in your hands.

As with other titles in Que’s best-selling Special Edition Using series, this book focuses on the
unique needs of business professionals and business users. We assume you’re experienced
with Windows, the Web, and, for the most part, previous versions of Microsoft Office. We
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know that Office is an absolutely essential part of your everyday working life. We’re also
certain you’ve experienced your fair share of Office bugs and annoyances firsthand. Because
we’re confident you’ve already figured out the basics, we’ve spent our time figuring out how
these programs really work. Trust us—Office still has bugs and poorly designed features, and
Microsoft doesn’t always make it easy to see how you can combine features or customize
applications to increase productivity.

What you’ll find documented here is the raw Office, in all its glory, seen through the eyes of
experts who have been pushing Office to the limit for years and years. We don’t gloss over
the rough spots. We show you what works and what doesn’t—giving real-world examples
and advice for the former and, whenever possible, workarounds for the latter.

We figure you’re smart enough to experiment with basic features and to read the online help
when you want to know how an Office program is supposed to work. That’s why you won’t
find beginner-level instructions in this book. Instead, you’ll find what isn’t in the official
documentation—key details, insight, and real-world advice you can’t find anywhere else.
And it’s all arranged so that you can get in, find the answer you need, apply it to your work
at hand, and get out. This book may weigh a ton, but if you need the straight scoop on any-
thing related to Office, this is where you should look first.

We’re proud to present Special Edition Using Microsoft Office 2007.

How THIS BooK IS ORGANIZED

Special Edition Using Microsoft Office 2007 is organized into seven parts. Naturally, each of
the major applications in the Office suite gets its own section. Before diving into specific
features of Outlook, Word, Excel, and the rest, however, we recommend that you read
through the sections that cover the techniques common to all applications.

Part I, “Common Tasks and Features,” covers the essentials of Office, most notably the new,
radically revamped Office interface. We show you how to customize the one and only user-
configurable element of the new interface, the Quick Access Toolbar. This section also
covers Office 2007’ exceptional new graphics tools, especially the slick SmartArt engine.

Office 2007 has a variety of new tools intended to enhance your privacy and your online
security. Turn to Chapter 7, “Office Security and Privacy,” for an overview of these new
features and detailed instructions on how you can make sure your personal information stays
private.

In Part II, “Using Outlook,” we’ll help you tame the flood of email, banish spam forever
with Outlook’s surprisingly effective junk-mail filter, keep your address book up-to-date, and
set up reminders so that you never miss another appointment. We’ll also explain how you
can use its hybrid interface (old-style menus and toolbars in the main window, ribbons and
tabs in message editing windows, and a new To-Do pane) to tie together contacts, calendars,
tasks, and email for maximum productivity.



4 | INTRODUCTION

Part ITI, “Using Word,” covers the oldest and most polished productivity application in
Office. We'll walk you through every customization option (including a few you probably
never even knew you needed). We’ll show you how to supercharge your text-editing and for-
matting skills, how to manage long documents, and how to automate everyday documents so
that they practically write themselves.

Part IV, “Using Excel,” shows you tricks you never realized you could perform with this
incredibly versatile tool. Check out the examples in our formatting chapters to see how you
can turn drab rows and columns into eye-catching data graphics. We’ll explain how to mas-
ter any of Excel’s 300+ functions, as well as which ones are worth memorizing. We’ll unravel
the secrets of making drop-dead gorgeous charts, and we’ll show you how to use the effec-
tive new list-editing tools that turn Excel 2007 into one of the best flat-file database pro-
grams around.

Of all the Office applications, PowerPoint is probably the least appreciated. In Part V,
“Using PowerPoint,” we explain how this program really works, and we’ll help you create
compelling presentations that you can deliver in front of a large audience or a small one—or
completely unattended over the Web.

In Part VI, “Other Office Applications,” we focus on three programs found in selected
Office versions. Access is Microsoft’s industrial-strength database-management program. We
explain how to build tables, forms, and reports, as well as simple (and not-so-simple) queries
to find and filter data. We’ll also clue you in on techniques you can use to automate every-
day business tasks without having to become a programmer.

This section also covers Publisher, which takes up where Word leaves off to perform
advanced page-layout tasks. And we look at OneNote, an offbeat but incredibly useful
freeform note-taking application. And finally, we offer a broad overview of what you’ll get
with Office 2007 when you combine it with a growing family of server-based components.

If you need to install Office on one PC or several hundred, we’ll run through all your
options in Appendix A, “Advanced Setup Options,” one of three appendixes at the back of
the book. In Appendix B, “Macros and Add-Ins,” we provide a whirlwind tour of how the
tools to create, edit, and run macros have changed in Office 2007. And in Appendix C,
“Using Office on a Tablet PC,” we explain what’s new when you install Office 2007 on a
Tablet PC.

CONVENTIONS USED IN THIS BOOK

Special conventions are used to help you get the most from this book and from Office 2007.

TexT CONVENTIONS

Various typefaces in this book identify terms and other special objects. These special type-
faces include the following:
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Type Meaning

Ttalic New terms or phrases when initially defined. An italic term followed
by a page number indicates the page where that term is first defined.

Monospace Information that you type or onscreen messages.

UPPERCASE Typically used to indicate Excel objects, such as functions and
cell references.

Initial Caps Menus, dialog box names, dialog box elements, and commands are
capitalized.

Key combinations are represented with a plus sign. For example, if the text calls for you to
enter Ctrl+S, you would press the Ctrl key and the S key at the same time.

SECRETS OF THE OFFICE MASTERS

While using Office, you’ll find many features that work well together or others that simply
don’t work well at all without some poking and prodding. We’ve used this chapter-ending
element to point out some key areas in which you can combine features or find startlingly
productive new uses for everyday features.

SPECIAL ELEMENTS

Throughout this book, you’ll find Tips, Notes, Cautions, Sidebars, Cross-References, and
Troubleshooting Tips. These elements provide a variety of information, ranging from warn-
ings you shouldn’t miss to ancillary information that will enrich your Office experience, but
isn’t required reading.

Ep AND WoODY's “SIGNATURE" TIPS

Tips are designed to point out features, annoyances, and tricks of the trade that you

on the tips to indicate some industrial-strength—and in many cases, never-before-
documented—information.

éQ ¢ M might otherwise miss. These aren’t wimpy, run-of-the-mill tips that you learned the first
> ﬁ week you used Office—ones that you don't need us to tell you. Watch for our signatures

NOTES

Notes point out items that you should be aware of, although you can skip these if you're
in a hurry. Generally, we've added notes as a way to give you some extra information on
a topic without weighing you down.
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CAUTIONS

CAUTION
Pay attention to Cautions! These could save you precious hours in lost work. Don't say

we didn't warn you.

TROUBLESHOOTING NOTES

We designed these elements to call attention to common pitfalls that you're likely to encounter.
When you see a Troubleshooting note, you can flip to the “Troubleshooting” section at the end of
the chapter to learn how to solve or avoid a problem.

CROSS-REFERENCES

Cross-references are designed to point you to other locations in this book (or other books in
the Que family) that will provide supplemental or supporting information. Cross-references
appear as follows:

=> For a full discussion of the wonders of PivotTables, see “Organizing Data with Tables and PivotTables,”
p. 627.

SIDEBARS

Want to Know More?
Sidebars are designed to provide information that is ancillary to the topic being discussed. Read these if you
want to learn more about an application or task.




LPART  J

CoMMON TASKS AND FEATURES

1 Getting Started with Office 2007 9

Using and Customizing the Office 2007 Interface 27
Managing Office Files and Formats 53

Creating, Editing, and Formatting Documents 75
Creating, Editing, and Using Pictures and Graphics 103
Sharing and Reviewing Office Files 135

N 0O B A W N

Office Security and Privacy 159



This page intentionally left blank



CHAPTER ] )

GETTING STARTED WITH OFFICE 2007

In this chapter

What’s New in Office 2007 10

An Overview of Office 2007 Applications 13
Installation, Activation, and Validation 21
Online Help and Other Support Options 23
Diagnosing Problems 25



10 | CHAPTER 1 GETTING STARTED WITH OFFICE 2007

WHAT'S NEw IN OFFICE 2007

Microsoft Office has been in existence for more than a decade. Some of the individual pro-
grams that are part of the Office family date back to the 1980s. So it’s tempting to think of
Office as a doddering old relic, frozen in time.

You’ll change your thinking the first time you start up Office 2007.

You don’t need to dig deep into dialog boxes to discover what’s new in this massive upgrade.
If you’ve used any previous Office version, many of the changes are immediately obvious,
and the more you work with Office 2007, the more new features—and new ways of working
with old, familiar features—you’ll see. Here’s the short list of changes you need to know
about before you can consider yourself an Office 2007 expert:

m A brand-new interface—Menus? Gone. Toolbars? Gone. For the core programs in the
Office family, you now interact with the program using the Ribbon—an oversize strip of
icons and commands, organized into multiple tabs, that takes over the top of each pro-
gram’s interface. If your muscles have memorized Office menus, you’ll have to unlearn a
lot of old habits for this version.

m New file formats—The native file formats in all Office 2007 programs are based on XML,
unlike the binary formats from Office 2003 and earlier. If you routinely share files with users
of previous Office versions, be sure to read our instructions in Chapter 3, “Managing Office
Files and Formats,” for shifting between the old and new formats.

m Integrated search—If you use Windows Vista, you can search for any document, work-
sheet, presentation, or email—directly from the Start menu, from Windows Explorer,
or from within Outlook and OneNote. In Windows XP, a limited subset of search fea-
tures are available when you install the Windows Desktop Search add-in.

m Snappy visuals—Anyone who works with Excel charts will notice the slick new chart-
ing options immediately. In addition, you can create sharp-looking process diagrams,
flowcharts, and other business-related diagrams for any Office document using the new
SmartArt tools.

m Corporate network features—The Office 2007 family includes an assortment of
server products designed to enhance the capability of Office client programs. The
newest SharePoint servers, for example, enable a range of collaboration options for
groups of people working within a corporate network.

m Security and privacy features—Office documents can contain information that might
be embarrassing or damaging if revealed to an outsider. In addition, Office documents
can contain program code that could introduce viruses and other unwanted software on
your computer or network. New features in Office 2007 significantly tighten restric-
tions on potentially dangerous code and give you new tools to inspect and remove
personal or confidential information from files.

m Internet support—As in previous versions, you can save just about any Office docu-
ment in a format that can be viewed within a web browser. Office 2007 includes built-in
tools for some new web-based features as well—most notable is the capability to use
Word to create posts for a weblog.



WHAT's NEw IN OFFICE 2007 | 1

A Quick Look AT THE NEw OFFICE INTERFACE

As we noted in the previous section, the core Office programs—Word, Excel, and
PowerPoint—sport a completely new interface, as does the Office database management
program, Access. Outlook’s main window uses the old-style menus and toolbars, but
switches to the new Ribbon-based interface when you compose or read an email message or
work with individual items in the Contacts or Calendar folder. The Office 2007 versions of
all other programs in the Office family, including OneNote and Publisher, have new features
but still use the old interface.

Figure 1.1 shows most of the new interface elements.

Microsoft Office button
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=> For a detailed discussion of all the elements in the new Office interface, see

“The New Office Interface,” p. 28.

To learn how the Outlook interface mixes old and new elements, see “Using
and Customizing the Outlook Interface,” p. 179.

FILE FORMATS AND OTHER COMPATIBILITY QUESTIONS

Making the switch to Office 2007 means switching to new file formats for all applications.
In Office 2003 and earlier versions, the default file formats are the familiar .doc (Word
document), .x1s (Excel workbook), and .ppt (PowerPoint presentation).
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-

By contrast, the default file formats in Office 2007 are based on Extensible Markup
Language (XML). To denote the change in format, the filename extensions associated with
each format have changed, adding an x at the end of each one—Word’s new default format is
.docx instead of .doc, for example.

Office 2007 programs can still open and save files using the older formats, although some
features new to Office 2007 will be lost in the conversion. If you regularly share files with
people who use older Office versions, you have two options—save your files in the older for-
mat or convince your co-workers to install a conversion utility that allows them to open (but
not save) files created using the new formats.

For a more complete discussion of the new Office file formats, see “Understanding and Choosing File
Formats,” p. 54.

How WinDows AND OFFICE WORK TOGETHER

Figure l .2 Save As
This dialog box should Ssveint | (D) My Documents v @ o)X -
be familiar to anyone e e

who has used an ear-
lier version of Office

) (@ peskiop ) Canstruction bid
under Windows XP. ) qurtsrly report
(DR rerts | [BlResponse to HoA
= )5alss Forscast 2008
ly
B e
3 My Network
- i

Oftice 2007 works only on recent versions of Windows—specifically, Windows XP (with
Service Pack 2 or later), Windows Server 2003 (or later), or Windows Vista. If you try to
install any member of the Office 2007 family on an older version of Windows, you’ll see an
error message.

You might notice subtle differences in some Office 2007 visual elements, depending on your
Windows version and the Office theme you’ve selected. Under Windows XP or Windows
Server 2003, for instance, the default color scheme is blue, whereas in Windows Vista you’ll
see title bars, backgrounds, and other visual elements in gray. Other differences depend on
features in the operating system itself. When you save a file, for instance, Windows XP dis-
plays the familiar Save As dialog box shown in Figure 1.2.

i}
Templates [y Pictures
[y Recent | | dsharepaint Drafts
Documents |~ 50201k Catalog

Floname:  [paet <

Save as bype: ‘Wurd Document v |

Tools | Save Cancel
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Now look at the same dialog box in Windows Vista, as illustrated in Figure 1.3. The look is
dramatically different, and so is the functionality available to you. See the Search box in the
top-right corner? That takes advantage of integrated search capabilities built in to Windows
Vista. You'll also notice a Tags area, where you can quickly enter keywords that help you

find a file later.
Figure 1-3 M
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[F] Save Thumbnail
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Throughout this book, we assume you’re using Office 2007 with Windows Vista. If a feature
behaves differently under Windows XP, we point out the differences in a note.

AN OVERVIEW OF OFFICE 2007 APPLICATIONS

Microsoft packages the individual programs that make up Office 2007 into eight separate
editions, which in turn are sold through a variety of channels. Every version includes Word
and Excel, as well as a handful of smaller programs, such as the Clip Organizer and Picture
Manager utilities. All editions except Office Basic Edition (which is available as an option on
new PCs and is not sold in a retail version) include PowerPoint. An additional group of pro-
grams and feature sets are included with some, but not all, Office editions. In large corpora-
tions that purchase and deploy Office Enterprise Edition (not available through normal
retail channels), for example, you’ll find support for Electronic Forms, digital rights man-
agement, and Office Communicator, a program that adds instant messaging capabilities into

Office programs, with an emphasis on ways people in a corporation can communicate and
collaborate.

Confused? We were too. That’s why we put together a field guide to the different Office

editions, followed by individual sections that describe the functions and features available in
each of the major Office programs.
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The Office Packages at a Glance

Microsoft gathers various programs from the Office family (officially, these programs belong to what the com-
pany prefers to call the Microsoft Office System, but we digress...) into eight separate suites. To help make
sense of the collection, we've divided them according to the sales channel in which you'll find each one.

Sold with new PCs only

Office Basic 2007 is a low-cost option for budget-conscious PC buyers. It offers the most limited selection of all
the Office suites, with only Word, Excel, and Outlook included.

Sold in retail outlets

Office Home and Student 2007 is a low-cost package available only to home users—the terms of its license
expressly prohibit its use for business purposes. This edition is unique among all the Office suites in that it can
be legally installed and activated on up to three computers in a single household. It includes Word, Excel,
PowerPoint, and OneNote.

Office Standard 2007 is the basic retail package intended for business use. It includes Word, Excel, PowerPoint,
and Outlook.

Office Small Business 2007 includes all the programs in the Standard edition, plus Publisher and the Business
Contact Manager add-in for Outlook.

Office Professional 2007 includes all the programs in the Small Business edition, plus Access.

Office Ultimate 2007 includes all the programs in the Professional edition, plus OneNote and all enterprise net-
working features except Communicator. This package, the most expensive of all the Office editions, is virtually
identical to the Enterprise edition. It's intended for business users who need to be able to connect to a corpo-
rate network but are not interested in or eligible to purchase Office through a volume licensing program.

Sold through volume licensing only

All but one of the Office editions available as retail packages are also available through volume licensing pro-
grams (the exception is, of course, the Home and Student edition). With volume licenses, a corporation, govern-
mental agency, educational institution, or nonprofit organization can purchase the right to use Office in
multiple units, usually saving money over the cost of purchasing individual retail packages.

(For more information about licensing options, visit http://www.microsoft.com/licensing.)

Two Office 2007 suites are available only through volume licensing programs. Both include a set of enterprise
networking programs and features that we describe in more detail in Chapter 30, “Using Office 2007 on a
Corporate Network.”

Office Professional Plus 2007 is functionally equivalent to the retail Professional suite, minus the Business
Contact Manager program and with the addition of all the enterprise networking features described in
Chapter 30.

Office Enterprise 2007 is functionally equivalent to the retail Ultimate suite. It contains everything in the
Professional Plus suite and adds OneNote and the Office Groove collaboration client.

This book covers most of the applications found in the Ultimate Edition of Office 2007 sold
in retail outlets and bundled with new computers. If you’ve purchased a different Office edi-
tion, the program code for individual applications is the same and our advice applies just as
well. We do not include coverage of programs that are official members of the Office family
but are not included with any version of Office sold at retail or with new computers. This
group includes SharePoint Designer (formerly FrontPage), Project, and Visio.

The sections that follow describe the functions and features available in each of these
applications.


http://www.microsoft.com/licensing
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OUTLOOK 2007

With every new Office version, Outlook seems to get more changes than any other pro-
gram. That’s certainly true in Office 2007. Previously, you could choose whether to use
Microsoft Word or Outlook’s built-in editor to compose email messages. In this version,
Word is locked in as the one and only editor. But the most noteworthy—and welcome—
improvement is a new tool to help you keep on top of the details of a busy life. As Figure 1.4
shows, the new To-Do Bar sits on the right side of Outlook’s main window, where it keeps
track of tasks, appointments, email messages, and anything else you’ve flagged for follow up.
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=> For details on how to work with the To-Do Bar, see “Using and Customizing the
Outlook Interface,” p. 179.

Other changes in Outlook might not be as immediately obvious, but it won’t take much
poking around to discover them. Most are focused on making common tasks easier. Outlook
automates most of the process of adding a new email account, for instance; after you enter
your email address, a setup wizard communicates directly with the server at your chosen
domain, trying most common settings and usually making a successful connection. Finding
email messages, even in a crowded Inbox, is easier, too. Type a word or name into the
Instant Search box and any message that contains the text you entered appears instantly in
the list beneath the search box.

WORD 2007

The oldest and most mature of the Office programs, Word is also the most popular. It’s
an extremely versatile tool—ideal for creating short documents, such as letters and
memos, with enough layout and graphics-handling capabilities to also make it suitable for
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sophisticated publishing chores. In this version, it even adds the capability to create and pub-
lish posts on weblogs.

Perhaps more than any other Office program, Word benefits from the addition of the
Ribbon interface. The Home tab now offers a visual selection of the styles you’re most likely
to use, rather than the sparse drop-down Styles list from previous versions. When you make
a selection, a floating mini toolbar containing quick links to common editing options fades
into view just above the selection. If you move the mouse pointer in the direction of the
toolbar, you can use any of those buttons. Move the mouse pointer away, and the toolbar
disappears. As Figure 1.5 shows, it also appears along with the context menus if you right-
click within a Word document.
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=> For more details on the changes in Word's editing capabilities, see “What's New
in Word 2007,” p- 330.
EXCEL 2007

As an all-purpose number-crunching tool, Excel is incredibly useful for tasks as simple as
balancing a checkbook or as complex as modeling a hostile takeover of a Fortune 500 corpo-
ration. The list of changes in Excel 2007 is long and sweeping. Sure, the basics of building
formulas and entering text into cells are pretty much the same, but the way you present that
information is radically changed.

The process of building charts, for instance, is much simpler, and the charts you end up with
are better looking, thanks to the new graphics engine that all Office programs share. Excel
2007 is also smarter with tables—in earlier versions they were called Zists. When you desig-
nate a range as a list—er, table—you can automatically add totals to it, easily insert new
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columns and rows, and change the table’s formatting by choosing from a gallery of ready-
made formats like the ones shown in Figure 1.6. (For an extensive discussion of these tools,
read Chapter 21, “Organizing Data with Tables and PivotTables.”)
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POWERPOINT 2007

PowerPoint has always been an effective way to create PC-based slideshows for presenta-
tions to large audiences. Recent versions add the capability to create effective web-based
presentations as well. You can’t truly appreciate the effectiveness of web-based presentations
until you create one. PowerPoint can turn slide titles into a table of contents in the left pane
of a frame, and then display each slide on the right, with the viewer pointing and clicking to
drive the show.

=> For step-by-step instructions that will help you get a PowerPoint presentation into web format in record
time, see “Creating Presentations for the Web,” p. 783.
For novices and experts alike, PowerPoint has earned a reputation as the most user friendly.
That’s good news, because many PowerPoint users dust off the program only every few
months, unlike Word and Excel. The new Office interface makes it much easier to perform
complex tasks that used to require diving into dialog boxes. In particular, the new galleries
for themes (see Figure 1.7) make changing slide designs a simple point-and-click process.

Unlike the documentation—or other Office books—we also show you exactly how to use
each of PowerPoint’s many file formats.
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ACCESS 2007

Of all the Office applications, Access is by far the most challenging. As the name implies,
Access lets you tap into data from a variety of sources. For example, you can use it as a front
end to industrial-strength corporate databases such as SQL Server. Or you can run the data
storage components directly on a client machine and save data locally. Access 2007 integrates
tightly with SharePoint servers, allowing you to share databases in smaller workgroups.

Experienced developers will still be able to work with the raw code that lurks behind Access
database objects. If you’re a casual user who found previous Access versions daunting and
unfriendly, take a fresh look at Access 2007. It includes a wide range of ready-made applica-
tions for keeping track of all sorts of data, including the Assets database shown in Figure 1.8.
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PUBLISHER 2007

Publisher has always been a bit of a misfit in the Office box, and in Office 2007 it’s still out
of step, with an outdated interface and a distinctly nonstandard way of accomplishing many
common tasks. With its extensive hand-holding and a sometimes inflexible interface,
Publisher isn’t for everyone. If you’re an experienced Office user, in fact, you’ll find yourself
scratching your head over the large and small inconsistencies in the way this program works.
But for home users and small businesses, it’s an ideal way to create simple newsletters,
brochures, postcards, websites, and even HTML-based email messages.

ONENOTE 2007

The newest member of the Office family, OneNote, is also the most interesting, which
makes us wonder why it’s only in the Enterprise, Ultimate, and Home and Student editions.
OneNote is an ideal program for anyone who prefers to keep random thoughts, lists, snip-
pets from web pages, meeting notes, and screen clippings, and just about anything else that
can be typed or pasted into a loosely structured digital notebook. OneNote’s basic organiza-
tion is the notebook, which in turn contains tabbed sections, which in turn contain pages
like the one shown in Figure 1.9. The whole thing is searchable, sortable, synchronizable,
and exportable in a thoroughly elegant way. You can learn enough to become productive by
reading our coverage in Chapter 29, “Using OneNote.”
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OTHER OFFICE PROGRAMS
In addition to the major programs, every edition of Office 2007 includes an assortment of
utilities and add-ins. In this version, thankfully, Microsoft has finally jettisoned a few ancient
and mostly useless tools left over from a decade ago; the clunky old Org Chart tool, for
example, has been admirably replaced by the new SmartArt graphics capabilities. Those that
remain are mostly useful and usable, including the Microsoft Clip Organizer, which helps
you find and use clip art, and the Document Imaging and Document Scanning tools, which
allow you to view and edit scanned documents and faxes.

The star of these helper programs, though, is the Microsoft Office Picture Manager (found
in the Microsoft Office Tools group on the All Programs menu). It lets you organize collec-
tions of image files from local hard disks, shared network folders, and SharePoint websites.
You can compress and resize images and perform basic image-editing tasks, such as remov-
ing “red eye” from portraits (see Figure 1.10). You can also convert images to alternative
formats (from the space-hogging Bitmap format to the more efficient JPEG or GIF format,
for instance), a trick that comes in especially handy when creating web pages.



Figure 1.10
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INSTALLATION, ACTIVATION, AND VALIDATION

For most people, installing Office 2007 is ridiculously simple. If you purchase a new PC that
includes an OEM version of Office, you don’t have to do a thing; just find the shortcuts on
the Start menu and get to work. To install a retail copy, pop the installation media into the
CD/DVD drive, enter a valid product key, choose the default installation options, and let
the setup program go about its business. No rebooting is required, and in the case of an
upgrade, the installation process picks up all your existing settings without any manual inter-
vention.

You can choose to make setup more complicated if you want, as we explain in Appendix A, “Advanced
Setup Options,” p. 929.

Three aspects of setup deserve special mention here. One is Office Product Activation, a
controversial antipiracy technology designed to prevent casual copying; a second is Office
Genuine Advantage, a supplemental antipiracy program that periodically checks your
installed copy of Office to verify that you didn’t somehow slip a bootleg copy past the
Activation process. Finally, you should know about Microsoft’s online services that automati-
cally keep Office up-to-date.

ACTIVATION AND VALIDATION

After you complete the setup process from a retail or OEM version of Office 2007, you can
begin using Office programs immediately. However, you may be required to complete one
final step before you can continue using Office past an initial trial period. For these copies,
you must activate the product by contacting Microsoft over the Internet or by phone. This
antipiracy system uses two values:

B The unique 25-character product key associated with your copy of Office.
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m A hardware identifier derived from an inventory of the hardware in your system (no
personally identifiable information is included).

If you choose the option to activate over the Internet (the simpler option by far), these two
values are sent to Microsoft’s activation server, which checks to see that the product ID
hasn’t been used more often than the license terms allow. A copy of Office Home and
Student Edition can legally be installed on up to three computers in one home; a retail
copy of Office Professional can be installed on one desktop and one portable computer for
use by the same person.

For most users with an Internet connection, product activation happens automatically and
takes only a few seconds. If you reinstall the software on the same system (after reformatting
the hard drive, for instance), reactivation should be automatic. If you try to install the soft-
ware on another computer, however, you may have to call Microsoft to get a new activation
code.

Adding a new hard drive or video card will not trigger a demand for reactivation, but sub-
stantially upgrading a PC (by swapping the motherboard and switching hard drives and
replacing the network card) probably will. In any case, you can reinstall Office 2007 an
unlimited number of times on the same hardware.

A product activation reminder pops up each time you start a new Office program. If you
don’t have ready access to the Internet, you can delay activation, but don’t wait too long.
Without activating the product, you can use individual Office programs a maximum of 50
times (each time you launch a different program counts as a single use, even if you are
forced to restart after a crash); after you use your 50 free starts, a process that can take less
than a week, Office switches into a limited mode that allows you to open files but not edit or
save them.

What happens if the activation server decides you've installed Office on more machines than
the license allows? In that case, you’ll have no choice but to phone the toll-free activation
number, speak to a representative, explain that your Office installation is indeed legal, and
enter the lengthy activation code he or she provides to you.

So, after you’ve jumped through all those hoops, you’re in the clear, right? Sorry, no. A sep-
arate antipiracy program called Office Genuine Advantage (a spinoff from the Windows
Genuine Advantage program) kicks in periodically to validate your copy of Office. The idea
is to identify pirated copies of Office that snuck through the activation process using stolen
product IDs or hacked program files. At the time we wrote this, the Office Genuine
Advantage program was still in a pilot stage and was voluntary, required only if you want to
download updates or add-on features for Office.

FINDING SERVICE PACKS AND OTHER UPDATES

After installing Office on a new computer or upgrading an existing one, it’s always a smart
idea to check for Office updates. Also known as patches, these are executable programs, usu-
ally small in size, intended to fix specific bugs or to plug security holes in Office programs.
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Microsoft typically releases security updates on the second Tuesday of each month, a day
that Microsoft watchers affectionately call “Patch Tuesday.” Less frequently, Microsoft
releases comprehensive updates to Office called service packs.

"To check for updates interactively rather than automatically, use Internet Explorer to visit
the Office Update website (http://officeupdate.microsoft.com). There you can download a
tool that scans your system and identifies any updates you need based on the Office version
you have installed.

We don’t recommend that you rely on manual checks for updates. Because updates often
plug security holes that can place your computer and your network at risk, it’s better to
automate the process. That way, you can be assured that updates will be delivered and
installed as soon as they’re available. When you first install Office, the setup program asks if
you want to replace the Windows Update tool with Microsoft Update. If you say yes, you’re
done. If you turn down the initial offer, you can change your mind later by visiting
http://update.microsoft.com.

ONLINE HELP AND OTHER SUPPORT OPTIONS

As in previous versions, each Office 2007 program includes detailed help content for Office
users at any level, regardless of technical sophistication or experience.

The Help interface for programs in the Office 2007 family is completely rewritten. For pro-
grams that use the Ribbon interface, you ask for help by clicking the Help icon at the far
right of the Tab bar—look for the white question mark in a blue circle. (For programs that
still use old-style menus, click the Help menu and look for that same icon at the top of the
list of commands.)

Or use the keyboard. As in every version of Office since the beginning of time, F1 still

éQ M summons Help for the current program.
o

Think of the new Help windows (shown in Figure 1.11) as a small, stripped-down web
browser, with five buttons at the left of its toolbar that mirror functions in a web browser.
The active topic always appears in the main window. You can show or hide the Table of
Contents for the current program by clicking a button on the toolbar. Click the button with
the pushpin icon to set the Help window so it’s always on top.
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You can enter any text into the Search box to find topics containing that term. Use the drop-
down Search list to change the scope of the search. By default, your search request looks for
up-to-date content using Microsoft’s Office Online servers. You can restrict your search to
specific types of content, as in Figure 1.12; or, if you’re working offline or have a slow
Internet connection, specify that you want to use only locally stored content. To view only
topics from the locally stored Help files, click the Show Me Offline Results from My
Computer link in the contents pane, or choose any of the options from the Content from
This Computer heading on the Search list.
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You can open multiple Help windows, one for each Office program in use. Some Help set-
tings are shared among programs. For example, if you use the Change Font Size button to
make text in the Help window larger or smaller, your choice applies to the current window
and to any Help windows you open in the future, even in another Office program; it doesn’t
affect any other currently open windows.

DIAGNOSING PROBLEMS

If you’re experiencing problems with one or more Office programs, including crashes or
unexplained hangs, run the Microsoft Office Diagnostics utility. This tool, new in Office
2007, replaces the Detect and Repair feature in earlier Office versions and adds the capabil-
ity to automatically check for hardware errors in memory and hard disks.

"To run this utility, click the Microsoft Office Diagnostics shortcut in the Microsoft Office
Tools group on the All Programs menu. As Figure 1.13 shows, it’s an all-or-nothing

proposition; you can’t select individual tests to run.

Figure 1.13
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After the Diagnostic utility runs, you get a chance to review its results and make any neces-
sary changes. It does not make any changes without your consent.
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THE NEwW OFFICE INTERFACE

"To say things look a little different in Office 2007 would be a tremendous understatement.
Microsoft has gone to great lengths to alter the appearance of the Office Suite, not only to
present us with a new way of doing our work, but to provide a streamlined approach. In
addition, changes in the Office 2007 interface provide a uniform look and feel so that Office
users can slide from one application to another more easily.

The first step on the road to becoming an Office expert is to understand the new Office user
interface (UI). Learning how to weave between each ribbon and between each application
and find the shortcut keys that work for you—these are the skills of an expert.

Some have asked, “Why the change in the interface; it worked just fine for years.” That’s
true, but our abilities, and the capabilities of Office, have changed over the years. The first
release of Word 1.0, for example, had about 100 commands, but Word 2007 has about 1,500
commands, so a better way to display all these tools had to be discovered. Microsoft is con-
vinced that after you try the new interface and get comfortable with it, you won’t want to go
back. From our honest perspective, that sounded too good to be true, but after trying it, we
have come to love the new interface.

For years, Office programs have had access to spell-checking tools, grammatical tools, and a
thesaurus. Office 2007 supplements these basic tools with a customizable Research task pane
that offers access to online services, including an online encyclopedia, translation tools, busi-
ness reference books, and news archives, among others.

Each Office application includes hundreds of customization options. We cover features and
techniques specific to a particular program in the chapters devoted exclusively to that pro-
gram. Because Office uses shared program code to display ribbons, the techniques for cus-
tomizing these elements are absolutely consistent from one application to another, and we
try to cover them fully in this chapter.

APPLICATIONS THAT HAVE THE NEw Ul

Chapter 1 discussed the various applications that are now included in the various offers of
the Office Suites. Not all of these applications received the overhaul. Here are the ones that
have the new look:

m Office Access 2007

m Office Excel 2007

m PowerPoint 2007 (shown in Figure 2.1)

m Office Word 2007

m Parts of Outlook 2007 (for example, email message authority, shown in Figure 2.2)
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Figure 2.1
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TERMINOLOGY FOR WORKING WITH THE NEw Ul
You are going to hear a lot of confusion regarding the different terms for the new interface.
Words such as Ribbons and Galleries and Tabs will be used left and right, and it will make
your brain hurt at first. So, let’s get a clearer understanding of the new interface terminology.
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THE OFFICE BUTTON

This is a sleek circular launching pad for multiple options for your documents. You can select
the Office button to begin new documents, save existing ones, prepare your documents for
deployment, and so on, and you can access special application options from your Office button.

THE RIBBON

In previous versions of Office, there were menus and toolbars. Some of these have survived
into the Office 2007 world, but the talk around the water cooler is all about the new ribbon.
"The ribbon is the toolbar and menu successor. Each ribbon has a set of tools specific to that
ribbon’s functionality that you cannot change.

For example, the Home ribbon in Word 2007 has all your formatting options. You cannot
take these tools and hide them or push them off to another ribbon if you want.

Each application has ribbons that relate to the work for that particular application. For
example, the Excel 2007 set of ribbons will contain Formulas and Data ribbons, whereas
PowerPoint 2007 will have ribbons that relate to Animations and Slide Show. The purpose
of the ribbon is to organize the different command options in a way that makes it easier for
people to work because all the commands for a particular subject are together.

The ribbons each have a tab. The tab is just the little part of the ribbon where the name
is located. So, although you might be directed to select the Home tab in Word 2007, this
would, in reality, take you to the Home ribbon, not the Home tab. The tab is just the
selection point. Got that? It's only confusing at first.

The commands are organized into groups or groupings. So, for example, you might be asked
to select the References tab to go to the References ribbon. And from here you would be
directed to look for the Cross-reference option from the Captions group (or grouping).

You can minimize the ribbons so that they no longer appear, but the ribbon tab would
still remain visible. Again, this might help you to keep the two concepts separate in your
mind.

In the bottom-right corner of some of the groups (groupings) on the ribbons are little
arrow-pointing widgets. These have been given many names—Selection Arrows, Dialog
Locators, Option Clicks, and so on. Widgets are the coolest so far, but establish a terminol-
ogy that works for you and stick with it. These widgets open the dialog boxes that give you
more control over certain groupings.

CONTEXTUAL TABS

With such a huge command set to place before a user, it was virtually impossible to have

all your ribbons available at the same time. To compensate for that, certain ribbons are
contextual in the sense that they appear only when obviously needed. For example, although
you can create a table from the Insert ribbon, you cannot format that table until it exists.
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The actual ribbons (Design and Layout), shown in Figure 2.3, aren’t even available until you
have the table created and are in the table.

Figure 2.3

Design and Layout rib-
bons are contextual in
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after the table has
been created and you
are working with it.
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GALLERIES

When you go into an ice-cream place, isn’t it the best thing in the world to try a few flavors
before picking the one you want? Not only do you feel good about getting a couple of dif-
ferent tastes for free, but when you do make that final decision, it’s with no regrets. That’s
the Gallery concept in Office 2007 (one example of which is shown in Figure 2.4).

Figure 2.4

One of the Galleries in
PowerPoint that makes
your life easier.
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Galleries provide users with different choices by presenting visually appealing results, as
opposed to complicated choices from old-fashioned grayish dialog boxes. That’s not to say
our dialog boxes are gone—they aren’t yet. When you need to retain greater control, you
can use the dialog box options to make changes to your document’s features. But the Gallery
approach will save you time and make your documents immediately professional looking.

LIVE PREVIEWS

"This feature works hand-in-hand with the gallery options because, although a gallery might
show you what MIGHT be, the Live Preview shows you what WILL be. As you move your
cursor over the gallery options, the actual text, or formatting, etc., will update immediately
to show you the results, if you choose that selection.

CUSTOMIZING YOUR INTERFACE

Although you can’t alter the appearance of your ribbons, there are a few customization
options that you can call on to help personalize your Office experience. For example, you
are given one toolbar to work with and customize however you like. It’s called the Quick
Access Toolbar, and you can add or remove all the commands you like to it so that you have
all the functionality you want, right at your fingertips.

You can also make some layout decisions about your ribbons and the Quick Access Toolbar.
For example, you can use the Customize Quick Access Toolbar options, shown in Figure 2.5,
located in each of the Office applications (with the new format) to perform the following:

® Minimize the Ribbon—This allows you keep your ribbon tabs visible while allowing
you a little more room at the top of your screen. The ribbons will reappear if you select
the ribbon tab.

m Show Below the Ribbon—The Quick Access toolbar will grow as you add buttons to
it, but you may not want it all the way at the top of your document. You can give it a bit
more space to expand if you put it below the ribbon.

B More Commands—Takes you directly to the Customize settings that will allow you to
add more commands to your toolbar. We discuss that next.
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ADDING FREQUENTLY USED COMMANDS TO THE QUICK ACCESS TOOLBAR

You are going to want to customize your Quick Access Toolbar eventually, after you get
comfortable with the interface. You can do this from any of the updated applications
through the Customize Quick Access Toolbar settings and choosing More Commands. In
addition, each application has a set of special options located off the Office button. For
example, in Word 2007 when you select the Office button, you’ll see an option called Word
Options. And, by extension, an Excel Options and a PowerPoint Options selection are in
those applications. From these options, you can choose Customize and this will show you
the commands you can add to your Quick Access Toolbar. You could also right-click your
Office button and choose Customize Quick Access Toolbar, and the Customization page
shown in Figure 2.6 is displayed.

1. Use the Choose Commands From drop-down list to select the category of commands
you want to choose from.

2. Use the Customize Quick Access Toolbar drop-down list to determine whether your
changes will apply for all documents (databases) or for only the specific document that
you are working with.

3. Select a command from the list box on the left side of the dialog box and click Add to
add it to the list box on the right side of the dialog box. Sometimes you really have to
search for the command you are looking for.
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TIP FROM
The normal inclination for people is to get settled in with their applications and leave
them as they are. This would be a mistake with Office 2007. You must take advantage of
é@(‘- the capability to customize your Quick Access Toolbar. In some ways, it's the only free-
dom you have to give you the working environment you need. Adjusting the toolbar is
like adjusting your chair before you start working. You need a comfortable and functional
position before you begin.

4. Use the up and down arrows on the right side of the dialog box to move the command
up or down within the list of existing commands.

5. After adding all the desired commands, click OK to complete the process. The Quick

Access Toolbar now appears with the icons associated with the commands that you
added to the toolbar.

TIP FROM
If you want to reset the Quick Access Toolbar back to its default state, click the Reset but-

éQ M ton on the Customization page.
7

CUSTOMIZING TOOLBARS AND MENUS IN OUTLOOK AND PUBLISHER

Because Outlook and Publisher (and some of the other applications you might encounter in
the Office Suite) are still using toolbars and menus, we thought it was a good idea to review
the way to make changes to these options as well.

Instead of using personalized menus and toolbars, most expert users prefer to customize
built-in toolbars, adding and grouping buttons they use most often. Click the Toolbar
Options arrow (the slim, downward-pointing arrow at the right side of every toolbar), select
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Add or Remove Buttons, and choose the name of the toolbar to display the list of available
buttons, as shown in Figure 2.7 (if you add a button, it appears on this list as well). A check
mark next to any item on the list means that the button is currently visible. Click to toggle
this check mark and display or hide the button.
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Changing toolbar but-
tons in Outlook.
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When customizing the selection of buttons on a toolbar, you’re not limited to choices on
the Add or Remove Buttons menu. You can add any command, macro, or existing menu to a
toolbar. To add a new toolbar or add commands to a visible menu or toolbar, follow these
steps:

1. Select Tools, Customize (or right-click any toolbar or menu and choose Customize
from the bottom of the shortcut menu). The Customize dialog box opens.

2. If the toolbar you want to customize is not visible, click the Toolbars tab and check the
box for that toolbar. Or choose New and make your own toolbar for your command
buttons.

3. Click the Commands tab, select an entry from the Categories list on the left, and then
select the command you want to add from the Commands list on the right, as shown in
Figure 2.8.

4. Drag the command from the Customize dialog box to the toolbar where you want to
add the button. When you see a thick black I-beam in the correct position, drop the
button to add it.

Repeat steps 3 and 4 to add more buttons to any toolbar.

6. When you’ve finished working with the toolbar, click Close to put away the Customize
dialog box.



Figure 2.8
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The items in the Categories list typically correspond to top-level menu choices, built-in
toolbars, and some collections of tools.

If you never use certain toolbar buttons, clear them away to make room for the buttons you
do use. It’s ridiculously easy to remove a button from a toolbar: Point to the button you
want to remove, and then hold down the Alt key as you drag it off the toolbar. When the
pointer displays a tool icon with an X, release the mouse button to delete the item. If the

Customize dialog box is open, you can remove any button or menu item by dragging it off
the menu bar.

Use these same drag-and-drop techniques to move buttons and menu items, either on
the same toolbar or between toolbars. From any editing window, hold down the Alt key
and drag a button to move it to a different place on the same toolbar or to a different
toolbar altogether. With the Customize dialog box visible, hold down the Ctrl key and
drag any button to create a copy. And here’s an undocumented shortcut we guarantee
you haven't read anywhere else: Hold down the Alt key as you drag a button, and then
(while continuing to hold down the Alt key) press the Ctrl key and release the button.
This shortcut creates a copy, either on the same toolbar or on another toolbar, without
opening the Customize dialog box. This technique is especially effective if you want to
create slightly different versions of the same toolbar for different tasks: Base one toolbar
on an existing toolbar, and then modify the new copy and use macros to switch between
them for different tasks.

£Oeuly

Office 2007 offers an alternative way to customize toolbars and menus, even when those
interface elements are currently hidden. From any Office program, choose Tools, Customize,
click the Commands tab, and then click the Rearrange Commands button. In the Rearrange
Commands dialog box (see Figure 2.9), choose any menu, submenu, or toolbar. The
Controls list shows all items currently available on the menu or toolbar you selected. The
five buttons to the right allow you to add, delete, move, or edit a toolbar button.



Figure 2.9
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need to copy these toolbars to a different location.

Outlook allows you to create custom toolbars, and the program stores all customizations
as part of the program options rather than associating them with data files. There’s no

£Qeuly

To perform similar toolbar customizations for InfoPath, OneNote, SharePoint Designer,
Publisher, or Visio, go to the Tools menu and select Customize.

ADDING MENUS

In applications that are not using the new ribbon interface, to add a new menu to any tool-
bar (including the default menu bar), be sure the toolbar you want to customize is visible,

and then select Tools, Customize. Click the Commands tab and select New Menu from the
bottom of the Categories list. Drag the New Menu item from the Commands list and drop
it in the correct position on the toolbar.

Right-click to rename the new menu. Then add buttons and menu items by dragging and
dropping commands, macros, and other objects from the Customize dialog box or from

other toolbars. When you drag an item over a pull-down menu, the menu drops down so

you can drop the item (whether a command or macro) in the correct location.
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GETTING QuickK REsuLTS WITH KEYBOARD SHORTCUTS

You can use the same keyboard shortcuts with Microsoft Office 2007 as you could with pre-
vious versions of Office. This means that, if you prefer, you can perform many of the com-
monly used features (such as Save) using the keyboard shortcuts that you are familiar with.
When you hover your mouse pointer over the ribbon on a button that is associated with a
keyboard shortcut, the shortcut appears as a tool.

Another way that you can identify keyboard shortcuts is to tap your Alt key while on a par-
ticular tab. All of the Alt key shortcuts appear as small indicators (see Figure 2.10). For
example, when you press Alt with the Home tab active, you can see that Alt+F will access
the Microsoft Office Access button.

Figure 2.10 [E..) Al Pyl bl Documents - Microsoft Word
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Office includes an overwhelming number of keyboard shortcuts for nearly every task. Some
mnemonic shortcuts, such as Ctrl+B (Bold), Ctrl+U (Underline), and Ctrl+I (Italic), are
common to every Office application. Others follow Windows standards, such as the universal
Curl+X (Cut), Ctrl+C (Copy), and Ctrl+V (Paste) shortcuts. Still others give you access to
commands that are nearly impossible to access any other way. For example, there’s no menu
choice in Word to convert field codes to their results; you have to know the shortcuts:
Ctrl+6 (from the numeric keypad, not the row of numbers above the QWERTY keys) or
Ctrl+Shift+F9.

Office applications are remarkably consistent in their use of keyboard shortcuts, with one
notable exception: Outlook is the black sheep, with many, many nonstandard keyboard
shortcuts. Throughout every other Office application, for example, you use Ctrl+F to display
the Find and Replace dialog boxes; in Outlook, however, that key combination forwards an
item via email. To find text in Outlook, press F4, which works as the Repeat key everywhere
else in Office.

Only a savant could memorize every Office keyboard shortcut, but learning a select few
can dramatically increase your productivity, especially for commands and functions you use

regularly.

To make discovering keyboard shortcuts for a particular Office program easier, turn on the

option that displays keyboard shortcuts along with ScreenTips. In the ribbon-oriented appli-
é@(’- /dﬁ cations select your Office button, then go into the Options for the application, and within

the Advanced settings under the Display heading, choose Show Shortcut Keys in
ScreenTips. For nonribbon-oriented applications (such as Outlook), select Tools, Customize,
click the Options tab, and select the Show Shortcut Keys in ScreenTips check box.
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Of all the Officewide keyboard shortcuts, one stands out as by far the most useful. F4 is the
Repeat key, which repeats the previous action; it comes in handy in a variety of situations.
For example, you can use F4 to apply a new style to a series of paragraphs scattered
throughout a Word document. Click in the first paragraph and select the style from the
drop-down list. Click in the next paragraph and press F4 instead of going back to the Style
menu; F4 will continue to apply that style until you perform another action, such as typing
or formatting. Add or delete a row in an Excel worksheet, and then move the insertion point
and press F4 to add or delete another row, again without using menus.

Printing out an exhaustive list of shortcut keys for each Office application would take hun-
dreds of pages. To see a generally complete list organized by category, search in each appli-
cation’s online help for a topic called “Keyboard Shortcuts.”

Of all Office programs, only Word enables you to easily customize keyboard shortcuts.
Under your Quick Access Customization settings, you can select the Keyboard Settings:
Customize button. Select a command, a macro, an Auto’Text entry, a font, a style, or a com-
mon symbol. The Customize Keyboard dialog box displays the current key combination
assigned to each item you select (see Figure 2.11).
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"To add or change a key combination, first select the item you want to assign; then click in
the Press New Shortcut Key box and press the key combination. Check the text just below
this box to see whether the key combination you’ve selected is already assigned to another
function; if the option is available, click Assign. Look in the Current Keys box to see
whether a key combination is already assigned to that function; to remove that definition,
select the item and click Remove.

For details on how to restore default keyboard shortcuts if you inadvertently reassign the wrong key,
see “Restoring Default Shortcut Keys” in the “Troubleshooting” section at the end of this chapter.
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SETTING OPTIONS FOR OFFICE AND INDIVIDUAL
APPLICATIONS

In every Office application, you’ll find most customization settings off the Office button,
under the Options for that particular application. Under those options, you can find com-
mon settings that you can find in the same location for other applications.

You can typically customize the following:

m Control the number of files on the recently used file list. The defaultis 17, and the
maximum is 50 for most Office applications. If the list doesn’t fit on the screen, you will
see fewer documents.

m Set spelling preferences, as explained in the following section.
m Enter user information, including your name and initials, for use with comments.

m Control whether you see and hear animation and sound effects when you use menus
and other interface elements. If sound effects annoy you, turn them off here.

m Set AutoRecover options (Word, Excel, and PowerPoint) to automatically save snap-
shots of files in memory at regular intervals so that the program can recover them in the
event of a system crash. (This is not a substitute for saving your work regularly!)

m Hide or show status bars at the bottom of each program window. These typically display
information about the current document, worksheet, presentation, or other data file.

m Hide or show rulers, scrollbars, and other interface elements.

Some of these options can be changed in one application and it carries over to others. For
example, if you open up Microsoft Word and change your color scheme from Blue to Silver,
it makes this change in all your applications. That’s nice for a consistent appearance to your
working environment, and it’s a nice feature that you have to change this only once. Let’s
discuss a few other configuration features.

CONFIGURING SHARED OFFICE FEATURES

Some of the options in Office can be configured from one application and will stretch to
cover the configuration for the other applications (for example, custom dictionaries). Let’s
discuss a few.

Although certain configuration settings within your advanced options may look like they
are the same between applications, it doesn’t mean that they are. For example, on the
Popular settings dialog box, you will see an option for using Live Previews. Each applica-
tion has the same option. But if you change it in one application, it has absolutely no
effect on the others.

PERSONALIZE YOUR CoPY OF OFFICE

You can go into your Options for any of the applications by going to your Office button and
selecting the Options. On the first group of settings, called Popular, are several settings that



SETTING OPTIONS FOR OFFICE AND INDIVIDUAL APPLICATIONS | mn

will span your applications. You can put in a username, a set of initials, and establish the lan-
guages for your applications. If you make changes to these in any one application, it will

span the others.
SETTING UP SPELL-CHECKING OPTIONS

All Office applications use a common spell-checking module, based on the same dictionaries.
When you add words to your custom dictionary, regardless of which Office application you
use, your changes are stored in a single text file, which you can easily open and edit.

"To adjust spelling options for each application, use the following techniques:

m For Word, select the Office button, select Word Options, and go to the Proofing
settings. Use the dialog box shown in Figure 2.12 to adjust options.
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Word has the most extensive set of spelling options, including the capability to add sup-
plemental dictionaries for specialized vocabularies, such as those used in a medical or
legal practice.

To tame some of Word'’s aggressive spell-checking tendencies, see “Word Changes Text
Mysteriously” in the “Troubleshooting” section at the end of this chapter.

=> For more details on how Word automatically uses suggestions from the spelling checker, see “Checking
Spelling, Contextual Spelling, and Grammar,” p. 374.
m Excel and Access offer identical Spelling options (see Figure 2.13). In both programs,

you can specify the language you want to use, as well as which dictionary file you want
to use when adding words.
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Figure 2.13
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m PowerPoint’s spelling options are far less comprehensive. Go into the PowerPoint
Options from the Office button and look into the Proofing settings in the dialog box
shown in Figure 2.14.

Figure 2.14
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m To hide the red squiggly line under spelling errors for a given presentation, check the
Hide All Spelling Errors box. To turn off automatic spell-checking completely, clear the
check mark next to the Check Spelling as You Type box. To turn on contextual spelling,
select the Use Contextual Spelling options.

Contextual spelling involves a new feature in Office 2007 that allows your applications to

“loose” is spelled correctly, but it’s the wrong word in the context of the sentence. This
isn't a perfect tool and doesn’t catch every last problem, but it really does help out.
When you have a word out of context, the word will be underlined with a blue squiggly
line, in contrast to the red squiggly for normal spelling errors or the green squiggly for
grammatical errors.

check for errors with words that aren’t necessarily misspelled, but are in the wrong con-
é@(’- ﬁ text. For example, suppose you write “We don‘t want to loose the game.” The word

In Outlook, you can select Tools, Options, and click the Spelling tab to set spelling options.
Outlook lets you check spelling on any message you compose, including replies. The
options you notice are limited on the Spelling tab, but you can alter these by selecting the
Spelling and Auto-Correction button. This will actually take you into the Proofing tab for

your Outlook options. These options look just like the other applications, even though
Outlook doesn’t have the full ribbon-oriented shell.

All Office spelling tools share the following dictionary files:

B A main dictionary, as determined by your language settings. On a system configured for
U.S. English, for example, this file is MSSP3EN. LEX.

B A custom dictionary, which stores words you add while spell checking. The default
name for this file is Custom.dic.

Where will you find these dictionary files? The exact location depends on how you installed
Oftfice and how you’ve configured Windows. In most cases, the main dictionary file will be
in %programfiles%\Common Files\Microsoft Shared\Proof.

The custom dictionary file, on the other hand, should appear in a personal data folder, such
as suserprofile%\pplication Data\Microsoft\Proof. Because the custom dictionary file is
a simple text file, shared by all applications, you can use any text editor to edit it. Office
makes this task easy—click the Custom Dictionaries button from the Proofing settings in
your application options to open the custom dictionary tool. Microsoft has added a much
simpler interface than what existed in previous versions, which is accessible from all the
applications through the Proofing settings. Select the correct file from the list, if necessary,
and click Modify. This opens up a neat dialog box where you can add a word at a time, as in
Figure 2.15.
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CONFIGURING THE RESEARCH TASK PANE

In Office 2007, the Review ribbon includes an extensive collection of reference books and
online research services, all available throughout Office. To quickly look up the definition of
a word or phrase, select the text, right-click, and choose Look Up from the shortcut menu.
The Research task pane opens, with the Encarta dictionary definition of the word you
selected in place, as shown in Figure 2.16. Scroll down through the list to find synonyms,
translate the word or phrase into another language, or search in additional reference books.
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"To go beyond the basic look-up tools, open the Research task pane and enter a name or
phrase to look up using any of several online references. Some, like the Encarta encylopedia,
are free of charge. Others, such as the Dow Jones Factiva iWorks news service, are available
only with a paid subscription. In most cases, clicking a link in the Office Research pane
opens Internet Explorer, where a Research sidebar mirrors the results found in the Office
task pane. The results of the online search appear in the browser window.

The list of books and services shown in the Research task pane is customizable. You can
remove existing services or add new services by visiting the Microsoft Office website. To
access these options, open the Research task pane and click the Research Options link at the

bottom. Figure 2.17 shows the complete list.
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CONFIGURING INDIVIDUAL APPLICATIONS

Each Office application has its own settings that you need to configure that apply specifi-
cally to that application, which is logical because the different tools do different things.
Word handles document creation; Excel handles spreadsheet and charting information.
Each application is bound to have a different set of tools. For example, in Excel, you have a
special Formulas dialog box (shown in Figure 2.18) that allows you to define specific
advanced options. However, in Access you have a Datasheet dialog box to configure Access-

specific options.
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Figure 2.18
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To review a few application settings, and this list is by no means conclusive, let’s consider
one of the dialog boxes that spans the applications, the Popular dialog box. These settings
include ones that are supposedly “popular” for needing to change. To access these settings,
select your Office button, and then, for whatever application you are working in, you go to
the Options for that application (for Word, it’s called Word Options, for PowerPoint,
PowerPoint Options, and so on). If you are working in another application, such as Outlook,
you will find Advanced Options under the Tools menu by selecting Options, selecting the
Other tab, and then selecting Advanced Options.

TIP FROM

e’

Again, keep in mind that although these options look the same between your applica-
tions, they do not affect each other. Making a change to one doesn't have any effect on
the others. We already discussed some of the settings that do have widespread effect,
such as the color scheme, the spelling and dictionary settings, and the like.

SHOW MINITOOLBAR ON SELECTION

This is a setting that allows you to select text, and when you move your cursor over that
selection, a minitoolbar shows up automatically.

TIP FROM

£Qeily

You may want to turn this off immediately. If you are already an avid Office user, one
thing you might do often is quickly select text, right-click, click Copy or Cut, and go to
move your text. The problem with the minitoolbar showing up right away is that you
select the text, move your cursor over, and this rude toolbar gets in the way of your

right-click, copy/cut routine. The best thing is to make sure it never happens by turning
this setting off.
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ENABLE LIVE PREVIEW

We discussed this earlier as a feature that allows you to put your cursor in a table or para-
graph and then to hover your mouse pointer over the various galleries and to see an imme-
diate change of your document to show you what will happen if you select that particular
option.

SHOw DEVELOPER TAB IN THE RIBBON

The average user will never need the Developer tab, and it’s not included in your ribbon
tabs by default. But if you want to create advanced forms or work with an XML schema,
make macros, and so on, you need to turn this ribbon tab on.

Showing the Developer tab can be done in any application, but if you turn it on in one, it
turns on in all the others. Technically this is an Office-wide change, but generally you'll
use it with only one application or another at any given time.

=> For more details on how you can create an advanced form using the Developer
tab, see “Secrets of the Office Masters: Creating a Fill-in-the-Blanks Form with
Fields,” p. 503.

One of the other Popular dialog box settings is Always Use Clear-Type. Although nothing
indicates that this is an Office-wide setting, if you deselect this box (which is on by
default), you will receive a message saying that you need to close all your Office applica-
tions for this to take effect.

CONFIGURING SMART TAGS

Smart Tags were introduced in Office XP; these tiny button/menu combinations appear
automatically after certain types of actions. They are similar to contextual ribbons in that
they aren’t always available or viewable, but in the event they are needed, they appear. For
instance, Smart Tags appear whenever you use the AutoCorrect or Paste function in any
Office program. If the results aren’t what you expect, you can use options on the Smart Tag
menu to change the way the data appears. Smart Tags assist in error checking in Excel work-
sheets and are used for layout functions in PowerPoint. They can also automatically identify
words or phrases that meet certain criteria. For instance, you can configure Word to auto-
matically recognize the names of persons, or ask Excel to recognize stock ticker symbols.

Subtle indicators mark the positions of each Smart Tag in an Office document. In a Word
document, a faint purple line under a name means a Smart Tag is buried there. In Excel, tri-
angular indicators in the corner of a cell mark the presence of a Smart Tag. Hover the
mouse pointer over the Smart Tag to display an Action button; click the button to see a list
of actions you can take in response to the tag.

A wide array of options is available for customizing Smart Tags. To adjust these options for
any Office program, select your Office button, choose your applications Options, on the
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Proofing tab go to the AutoCorrect Options, and then click the Smart Tags tab. Figure 2.19,
for instance, shows the full range of options available in Word. Using this dialog box,

you can specify which types of data will be recognized, or you can turn off Smart Tags
completely.

Figure 2.19

If you find Smart Tags
more annoying than
helpful, clear this check

box to turn them Off ‘Word can recognize certai_n types of data in your document. For each recognized
type, you can perform actions with that data.
for good.

AutoCorrect " Math AutoCorrect |: AutoFormat As You Type |
AutoFormat | Smart Tags

Recognizers:

|[] Address (English) | | Properties
| Date (Smart tag lists) |
| Financial Symbol (Smart tag lists)

easurement Converter (Measurement Converter)

Perzon Mame {English)
|[#] Person Name (Outiook e-mail recipierts)
| Place (English)
iDTeIephane Number {Smart tag lists)
| Time (Smart tag lists)

[ check Document | | More Smert Tags. .

Show Smart Tag Actions buttons

If an Office program insists on incorrectly recognizing a word, phrase, or name and assign-
ing a Smart Tag to it, use the actions menu to clean up the clutter. You can remove a single
Smart Tag, stop recognizing a certain word or phrase in a particular type of Smart Tag, or

tell Office to completely ignore a particular word or phrase when checking for Smart Tags.

TROUBLESHOOTING

BACK TO SQUARE ONE

Ive configured a Quick Access Toolbar that is overly cluttered. I just want to go back to the beginning
and redesign the whole thing.

"This isn’t so difficult. Go back into the Customization settings using any one of several
methods (the easiest is to select the down-arrow off the Quick Access Toolbar and choose
More Commands) and then choose the Reset button to restore the toolbar to its original set-
ting. You will see a confirmation dialog box to ensure that you really want to do this. After
you have things back to the beginning, you can go through the process of selecting new
command options.

In Outlook or Publisher, I've customized menus and toolbars a bit too much, and now I can’t find sev-
eral key commands.
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You can restore any toolbar, including the main menu bar, to its default settings. Select
"Tools, Customize, and click the Toolbars tab. Choose the toolbar whose customized settings
you want to remove (select Menu Bar for the main menus) and click Reset. Word users can
specify whether the change applies to the current document only or to the template in use.

RESTORING DEFAULT SHORTCUT KEYS
1 inadvertently replaced a useful system shortcut and want to reset the default shortcut.

When you assign a keyboard shortcut to a specific function, it removes that shortcut for any
other function that uses that combination. To restore the shortcut, select the original func-
tion and assign the proper key combination. To restore every default Word key combination,
go into your Customization settings, click the Customize button next to Keyboard shortcuts,
and click the Reset All button in the Customize Keyboard dialog box.

WoRD CHANGES TEXT MYSTERIOUSLY

As I created a document, I discovered that Word is consistently changing some words or abbreviations
as I type. I've checked thoroughly, and I know the text that triggers the change is not in the
AutoCorrect list. What'’s up?

Word is aggressively changing text, using a well-hidden spell-checking option. To stop
this behavior, go into your Word Options, and under the Proofing selection, choose
AutoCorrect Options, click the AutoCorrect tab, and clear the check mark from the
Automatically Use Suggestions from the Spelling Checker box.

WHERE IS THE OFFICE ASSISTANT?

I love coming in and seeing that little paper clip or my Einstein assistant pop-up wiggle around. How
do I turn him back on?

Seriously? The Office Assistant has gone the way of the pet rock. It’s not really a pet, it
really is a rock. The Office Assistant was not very assistive, it was more of an annoying dis-
traction than anything else, and Microsoft has opted for a better Help structure that you can
use without being accosted by a cartoon vaudeville act. But if you really must have it, we
recommend that you take a paper clip and tape it to your screen in the lower-right corner.

RiBBON COMMANDS

It was bere a minute ago! I changed my screen resolution, went back into Word, and I cannot find
some of my commands! Where are they?

The Ribbon is optimized for a 1024 x 768 resolution (if maximized on the screen). If your
resolution makes for too small a space or you don’t have your application opened to maxi-
mize, the icons shrink down and rearrange. This can make it very difficult for you to find

the options that were once right before your eyes.

The solution is either to maximize the application again or change your resolution. But if
neither of these options is possible, you are going to have to get used to seeing the options
as they are. You can hover your mouse over an option to see what it is with a ScreenTip.
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SECRETS OF THE OFFICE MASTERS: CREATING THE
ULTIMATE OFFICE WORKING ENVIRONMENT

Throughout this chapter, we have discussed a variety of options and tips on how to work
with Office 2007. But to truly be a master in the Office world, you first have to establish
your environment, your “way,” as it were. Just like some people have a routine they go
through before they begin a job (for example, chefs make sure they have all their cooking
tools for the meal at hand, and artists have their brushes), you need to prepare your
environment.

Here is how we would start:

Begin with one application—Word, for example—and start there. To begin with, pick a
color scheme for your Office environment. You have three to choose from: Blue, Silver, and
Black. To do this, go to your Word Options off the Office button. On the Popular tab, you
can determine the Color scheme. Remember, this scheme carries with you into all the other
applications.

Next, take a look at your ribbons and make sure you have a clear view of all your commands.
If you can adjust your screen resolution to make sure your applications give you the full view
of command options, this would be the most productive structure.

Move your Quick Access Toolbar below your ribbon. To do this, select the down-arrow next
to your toolbar and choose Show Below the Ribbon. This is just an opinion, of course, and
you don’t have to move it, but keep in mind that this will bring your commands that much
closer to you and will give you the enlarged toolbar to keep adding commands, without
cluttering up the heading itself.

Customize your Quick Access Toolbar. Microsoft starts you off with a standard set of
options. Choose the options you know you’ll need, and then go hunting for those that are
either missing from the ribbons, or that you know you will need more often, even if they
already have a place on the ribbon.

You may not see immediately what the big deal is with setting up this toolbar, but con-
sider the following: It's your only act of liberty in setting up your environment. Office
2007 is not like other Office versions that allowed you to change toolbars and menus,
even changing the appearance of buttons or making your own buttons. Microsoft has
decided to take a stand on how they want the applications to look, and the Quick Access
Toolbar is the only liberty you have. Where it benefits you to use it involves commands
that you know you need. For example, suppose you love using the Format Painter tool.
You use it all the time. Well, it's on the Home tab. So, every time you want to use it, no
matter what tab you are working off of, you have to go back to the Home tab (or select it
from your right-click toolbar). By putting it on the Quick Access Toolbar, it become easily
accessible, regardless of the ribbon you are on. Other good examples are the Print
Preview options that are buried under the Office button, under the Print settings. You can
bring it right to the top.
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Keep in mind that each application will have its own Quick Access Toolbar, so you will need
to configure the toolbar in each one. In addition, in applications such as Outlook and
Publisher that do not use the ribbon interface, you will need to use previous toolbar/menu
configuration methods.

Now, turn off the Allow Mini-Toolbar on Selection option. You can do this from your Word
Options—Popular settings. Remember, we mentioned earlier that this can get in the way of
selecting text and immediately working with it, because this phantom toolbar just shows up
without being invited.

You will find additional settings to configure for your work environment over time. But for
now, you are ready to get started.
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THE NEwW FILE FORMATS IN OFFICE 2007

If you want to become an Office master, you need to become an expert in file management.
Without a sensible file-naming strategy and a clear understanding of where and how Office
stores files, you’ll quickly be overwhelmed by the sheer number of files that Office programs
generate.

Fortunately, Office 2007 integrates well with Windows Explorer, the essential file manage-
ment tool used throughout the operating system. The common Open and Save As dialog
boxes used throughout Office act like mini-Explorer windows, and unlike previous Office
versions, the Places bar at the left of these dialog boxes is identical to the one found in other
Windows programs.

AT What is absolutely new in Office 2007 is the use of an XML-based file format. It’s officially
called “Microsoft Office XML Format” and applies to all documents created in Word, Excel,
and PowerPoint. In the next section, we discuss what the advantages are of this new file for-
mat and then later on we talk about how to interoperate with older documents.

UNDERSTANDING AND CHOOSING FILE FORMATS

Before we go over the different files themselves, let’s discuss what the benefits are to the new
file formats. Here are some of the ones that Microsoft documents:

m Compact files—Your files are compressed automatically and can, at times, be between
50 and 75 percent smaller. Basically, a zip format automatically zips the document when
you save it and unzips it when you open it again. So, when you send files over email,
they are automatically smaller in the new Office XML format without any new utilities
needed. Smaller files mean less disk space used on your hard drives, and it also means
less bandwidth utilized when files are accessed over the Internet or within your internal
network.

m Damage recovery improvements—Files are saved in a component-oriented structure.
Components are tables, charts, images, or document metadata, for example. So if your
table or chart becomes corrupted, this won’t affect your ability to open the entire docu-
ment.

m Safer Office XML files—Files saved with the default “x” ending (such as .docx or
.pptx) cannot include VBA macros or ActiveX controls. There is another file type, as
you can see in the next section, that can contain these macros, but they have an “m”
ending (such as .docm or .pptm). This means that you have a sense of safety from these
types of macro and ActiveX problems that creep into your network. And antivirus soft-
ware can easily identify which documents might be problems by the extension alone.

m Metadata removal—All the little document properties and comments, for example,
that might be personal information or company-only information can now be removed
from your documents. You can use a tool called the Document Inspector, which you can
configure to search for and remove metadata before sharing that document with
another department or others outside your company.
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m Integration—Saving documents in an open XML format allows other applications to
utilize that data. To open an Office file, all you need is a Zip tool and an XML editor.

After all these years, you may be wondering why Microsoft would make this change to an
entirely new format—especially one that will absolutely make your newer documents inac-
cessible from earlier versions of Office. Several years ago, Microsoft made a commitment to
the XML industry standard. Office 2003 showed that commitment by including the capabil-
ity to save files as XML. This is the next step in that move toward an open format and
toward handling customer requests for the capability that XML will afford their documents.

You may be wondering what the difference is between the XML in 2007 and the one pro-
vided in 2003; the 2007 version includes the zip capability we mention earlier and the modu-
lar structure for components of the document.

OFFICE 2007 FILE FORMATS AT A GLANCE

The following tables give a list of all the different file extensions for Word 2007, Excel 2007,
and PowerPoint 2007. You can find this list within Microsoft help files, either online or
within the integrated online help from any of the Office applications. This chart, however,
includes the file formats for the backward-compatible side to Office 2007, which we discuss
in a future section. Notice that the new extensions have four letters.

WORD 2007
Type of File Extension
Document .docx
Macro-enabled document .docm
Template .dotx
Macro-enabled template .dotm

In addition to these new formats, Word will support opening and saving .doc and .dot files
for backward compatibility, along with other options such as .htm files.

EXCEL 2007
Type of File Extension
Workbook .x1sx
Macro-enabled workbook .x1sm
Template x1tx
Macro-enabled template .x1tm
Non-XML binary workbook .x1sb
Macro-enabled add-in .xlam

In addition to these new formats, Excel will support opening and saving .x1s and .x1t files
for backward compatibility, along with other options such as .htm files.
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POWERPOINT 2007

Type of File Extension
Presentation .pptx
Macro-enabled presentation .pptm
Template .potx
Macro-enabled template .potm
Macro-enabled add-in .ppam
Show .ppsx
Macro-enabled show .ppsm
Slide .sldx
Macro-enabled slide .sldm
Office theme . thmx

In addition to these new formats, PowerPoint will support opening and saving .ppt and .pot
files for backward compatibility, along with other options such as .htm files.

ACCESS 2007 FILE FORMATS

Access 2007 comes with a new file format as well. Now files will have the .accdb file exten-
sion. This is more than a simple extension change, but it comes with a variety of enhance-
ments. Keep in mind, though, that if you save your databases in the .accdb format they will
not be compatible with earlier versions of Access. Access 2007 does provide the capability to
Open and Save databases in the older .mdb format if necessary. You may be asked if you want
to save these databases in the new .accdb format, which is encouraged so you can take
advantage of the new features. However, if you need these databases to be available to older
versions of Access, do not convert them.

SAVING FILES IN ALTERNATE FORMATS

You have the flexibility in Office to open up one kind of file and save it as something else.
For example, you can open up an .htm file in Word and save it as a .docx file if you would
like. Or you can open a Word file and save it as a text file (. txt).

"To do this in applications with the updated ribbon format, open the document you want to
save and then select the Office button, move your mouse over Save As, and then choose the
option you need. If you want to save your document in one of the more obscure formats,
you can choose Other Formats from Word, Excel, or PowerPower.

With Access, you can save documents in older formats, as mentioned earlier, but you cannot
save an Access database as a . jpg the way you can with a PowerPoint slide.

From applications that didn’t get the updated look, you can save your files in different
formats by going to the File menu selection and choosing Save As.
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PUBLISHING DOCUMENTS AS PDF AND XPS FILES

One of the latest and greatest features of Office 2007 is the capability for many of the appli-

cations to save (or publish) a document as a PDF or XPS file. For anyone who has needed to
do this in the past, you already know how frustrating it used to be. But with the free add-in,

which you have to download first, you can publish within seconds.

For those of you who may not know what PDF or XPS is, here is a quick review. PDF is a
file format that is very common because it takes your document and preserves it for sharing.
So you don’t have to worry that someone will work on it or make changes; it’s already set, all
formatting included, for others to read. To read PDF files, you need a reader program, and
the most popular is Acrobat Reader, which is free from Adobe. XPS is the XML Paper
Specification, which is also a format for sharing documents.

In either case, if you want to save a file in PDF or XPS format, you have to download and
install an add-in from Microsoft. It’s free, though. Go to Microsoft.com and do a search (or
go to the Downloads center and look for) “2007 Microsoft Office Add-in: Microsoft Save as
PDF or XPS.” It’s only a 696KB file. Keep in mind that this add-in is going to enable not
only Word, but Access, Excel, PowerPoint, Publisher, and Visio to save documents in the
PDF or XPS file format.

For applications that have the updated interface, you select your Office button, choose Save
As, and then select PDF or XPS. You could also choose it as an option when you are saving
a document normally. For applications such as Publisher or Visio, which haven’t received the
ribbon overhaul, you go to the File menu and choose Publish as PDF or XPS.

After you make configuration choices for your PDF or XPS file, you can choose Publish to
complete the conversion.

=> For a deeper look at converting to PDF in Word 2007, see “Secrets of the Office Masters: Saving Files as
PDF or XPS “ p. 453.

USING OFFICE FILES WiITH OLDER OFFICE VERSIONS

When you create a new document in Office 2007, you have to consider a few things. Is the
document for you only? If you are going to send it to others, what versions of Office are
they running? If you have any doubt that they are using Office 2007, you should save your
documents in a backward-compatible file format.

If you open a document that has been created in an earlier version of Word (or if you create
a new document and save it in a backward-compatible format), the document will be in
Compatibility Mode, and you will see this in the title bar of the document, as shown in
Figure 3.1.

If you have a document that you have created in the newer file format and you know that to
share it with others, you have to convert it to an older version, you may be concerned that
you will lose some functionality in the document. This is very possible, especially if you have
used special features like the new SmartArt tools. To check what functionality you might
lose, go to your Office button, and then to the Prepare options. From here you run the
Compatibility Checker.



Figure 3.1
Compatibility Mode
ensures that 2007
enhanced features are
unavailable.

You'll notice in Figure 3.2 that a list of issues will be reported to you so that you can prepare
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Figure 3.2
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new file format. That will be addressed in the next section.
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TIP FROM
We keep saying that you cannot open an Office 2007 document in an older version of

Office. This is accurate, by default. However, you can download and install Office
ﬁ(’- /Jé Compatibility Packs (http://www.microsoft.com/office/preview/beta/converter.mspx) that

will allow you to open the XML file formats in Office 2000/XP or 2003 applications. If you
download this Compatibility Pack and then open the document, you won't have com-
plete functionality. But you will be able to at least open it, edit a few items (not all,
depending on how complicated the document is), and save those files. After they are
saved, if you open them again in Office 2007, all the functionality will return.

CONVERTING AND IMPORTING FILES BETWEEN OFFICE PROGRAMS

There is an actual Convert button that will help you to move your files into Office 2007. If
you have a document that is in Compatibility Mode and you want to convert it, select your
Office button and choose Convert. The dialog box shown in Figure 3.3 appears and gives
you instructions on moving forward. You select OK, and the document is converted to the
new format.

Microsoft Office Word

This action will convert the document to the newest file format. The layout of the document may change.

Figure 3.3
The conversion
process is simple and

Converting allows you to use all the new features of Ward and reduces the size of your file. This

the benefits are broad. document will be replaced by the converted version,
] Do not ask me again about converting documents!
TIP FROM

Initially, after converting your document, you might not notice anything different. Even

the . doc extension for your document might be left in the document bar. But if you
ﬁ(‘- /Jé close the document and open it again, you will see that the document is now in the

.docx format.

Now, you might not want to convert the document, but save it as another file altogether
(this way, you have a copy of the original format). To do this, choose Save As and select the
new file format up at the top.

USING OFFICE PROGRAMS TO CREATE AND EDIT WEB PAGES

Saving your documents as web pages is a very easy task in Office applications. You can select
the Office button and hover your mouse over Save As. Then choose Other Formats, find
the .htm/.html formats, and save the document. You can see the results if you open the web
page in your web browser.

TIP FROM
Word 2007 now has a Blog feature that can help you to post your blog thoughts to the

Web. To learn more about this, go to Chapter 13 under the section, “Secrets of the Office
ﬁ(‘- /dé Masters: Using Word as a Blog Editor.”



http://www.microsoft.com/office/preview/beta/converter.mspx
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SETTING UP OFFICE FILE STORAGE LOCATIONS

Oftice 2007 works especially well in the typical well-connected office, making it easy to store
and retrieve Office files in a variety of locations. You might keep some files on your local
hard disk, others on a network file server, and still others on a web server with Microsoft
Windows SharePoint Services installed. In an environment this complex, having a well-
thought-out storage system is the only way to stay organized.

MANAGE FILES LOCALLY

Microsoft introduced the My Documents folder in Windows 95. The idea was simple: to
create a default location for personal data files, making it easier for users to find and back
up files they create. In practice, however, the first implementations of this idea were
poorly thought out, and most expert Office users ignored the My Documents icon on the
desktop—or quickly figured out how to delete it.

Since its first appearance in 1995, the My Documents folder has evolved into a standard fea-
ture of Windows. In Windows 2000 and Windows XP, the My Documents icon—located
near the top of the Windows Explorer hierarchy, just below the desktop—isn’t actually a
folder at all; instead, it is a system shortcut that points to a standard location in your per-
sonal profile. By default, the Open and Save As dialog boxes used throughout Office
applications start out in the My Documents folder, and this system shortcut is also hard-
wired to one of the large icons on the Places bar in those dialog boxes.

In Windows Vista, the My Documents folder has been renamed Documents. My
Computer has also been renamed Computer. In this chapter, we will continue to refer to
My Documents, but keep in mind that if you are working on a Vista system, some of
these names have changed, but the underlying functionality remains the same.

The My Documents icon on the desktop, in Windows Explorer windows and on the
Windows XP Start menu, is actually a shell extension—a virtual folder like the My Computer
and Network Neighborhood or My Network Places icons, not an actual physical location.
Opening this shortcut opens the folder that’s registered as the current user’s My Documents
location. The exact physical location of the My Documents folder varies, depending on
which Windows version you have installed and whether it was a clean installation or an
upgrade. On most computers running Windows 2000 and XP, the My Documents folder
appears in your user profile, normally C:\Documents and Settings\<username>\My
Documents. On computers running Vista, it resides under C:\Users\<username>\Documents.

Advanced Office users might cringe at the name of the My Documents folder, but if you cur-
rently store data files in other locations and you’re willing to reorganize your storage system,
you can substantially increase the odds that you’ll find files you’re looking for when you need
them. Doing so also makes it easier to back up data files.

You can change the default location that individual Office programs use for data files; it’s also
possible to point the My Documents shortcut to another location. (If the name bugs you,
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just change it, or you could update to Vista and you might just find that you miss the “My”
part. Now you might think, “Well, if they aren’t my documents and this isn’t “My
Computer,” then whose is it?)

To move the My Documents folder to a new location, right-click My Documents (or

Documents in Vista), go into Properties, and on the target tab (or the Location tab,
5@3 /dﬁ shown in Figure 3.4), click Move, and then click OK or Apply. If you want to leave all

your documents in their current location and point the My Documents folder to a new
location, enter the full path to that folder in the Target box and click OK. To rename the
My Documents folder, open Windows Explorer, right-click the My Documents icon, and
choose Rename from the shortcut menu. Renaming the shortcut doesn't change the
actual name of the folder that it points to.
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Finally, you can change the default working folder for any individual Office application,
although the exact procedure is slightly different, depending on the program you’re working
with. Why would you want to reset the default working folder? If you’re working on an
extended project that requires constant access to files on a shared network folder, for exam-
ple, you might want to define that location as the default working folder; whenever you
choose File, Open or File, Save As, the dialog box will display the contents of this folder.
Follow these steps, for example, to adjust the default document folder in Word: go into the
Word Options from the Office button. On the Save settings dialog box, notice the Default
file location setting. You can choose Browse and find a new location.

Follow the same basic procedure for Excel, PowerPoint, Publisher, and Access, with the fol-
lowing exceptions: Excel and PowerPoint don’t have Browse buttons to find the location you
want. Access does have the Browse button, but the settings are not on the Save settings dia-
log box (which doesn’t exist in Access) but on the Popular settings dialog box.

The default file location setting for each application is independent. If you set Word’s
default Documents folder to a location on your network, for example, Excel and PowerPoint
continue to open to the default location—typically the local My Documents folder.
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Logically, you can save your files wherever you like. The default settings may make life eas-
ier, but essentially, when you go to save, you are asked where you want to put that docu-
ment. At that time, you can determine the location. However, especially for larger projects
or projects that require collaboration with others, you will want to put these files up on a
server and maybe use a special set of services to assist in collaboration.

MANAGING FILES AND FOLDERS REMOTELY

Office 2007 lets you work with files over a network or on the Web in much the same way
that you access files and folders on a standalone PC. If you are connected to a network,
contact your network administrator to find locations on the network where you’re permitted
to read or write files. You should get a network share address for the location, using UNC
syntax (\\Server_name\Share_Name\). Unless the network administrator has restricted your
rights, you can create and manage your own subfolders in this location.

Although you can type UNC-style network addresses directly from within Open or Save As
dialog boxes, doing so is usually more trouble than it’s worth. For easier access, browse to
the My Network Places (in Vista, just Network) folder and navigate to the correct server,
share, and folder.

Aside from the additional navigation steps, there is no difference between using network
shares and using local drives, assuming that you have proper authorization from your net-
work administrator.

Using the UNC path that you are given, if you know how to, you can map a drive letter
that’s available on your system to a network folder. The concept is this: You have a C: drive,
a D: drive, and so on. You can tell the computer that your G: drive (or whatever letter you
have available, usually starting from Z backward to make sure it really is available) is now
going to be such-and-such server and such-and-such folder (essentially the UNC path of
\\servername\share). You do this by right-clicking the My Network Places (or Network in
Vista), selecting Map Network Drive, and then putting in the information. You can choose
to have this connection occur every time you reconnect.

STORING FILES ON THE WEB OR AN INTRANET

Storing files on the Web—whether to a web server or to an FTP server—is almost as simple
as working with files on a local network. You can usually open a web-based file by copying
the URL from your web browser’s Address box and pasting it into the File Name box on the
Office program’s Open dialog box. On servers that support the Web-based Distributed
Authoring and Versioning (WebDAV) standard, you need only the URL for the location (for
example, http://www.example.com/someplace or ftp://example.com/incoming) and logon
credentials (a username and password) to save files to that location. In Windows Explorer,
collections of documents on a WebDAV-compatible server appear as folder icons in the My
Network Places folder. (In previous Windows and Office versions, this feature was known as
Web folders.)
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To save a file to a web server or an FTP site on the Internet or an intranet, choose File, Save
As, and click the My Network Places icon in the Places bar. If the list of available network
places includes the location you want to use, double-click it and then enter a filename. If the
location does not have an icon in the My Network Places folder, enter the full URL for the
location and then fill in your logon credentials when prompted.

From a technical standpoint, there are almost no differences between publishing to an
intranet web server and publishing to one on the Internet. The format of the URL that
you use likely will be different—intranet servers are typically identified with a one-word
name (such as http: / /marketing) rather than a fully qualified domain name (such as
http://www.example.com). You'll likely encounter different security issues, including
password-protected logons and possibly disk quotas (which limit the amount of disk
space a user can fill with web content) on both types of server.

SAVE DOCUMENTS TO A SHAREPOINT SERVER

Some editions of Office XP included an add-on called SharePoint Team Services. An
updated version of this software, Windows SharePoint Services, is included with Microsoft
Windows 2003 Server. Microsoft sells a more powerful version of this collaboration plat-
form, called SharePoint Portal Server, for use on large networks. With a SharePoint server
available (usually on an intranet), co-workers can share and discuss files on a web server,
using an attractive web-based front end.

Office 2007 integrates exceptionally well with SharePoint servers. Depending on how the
SharePoint administrator has configured the network, you can access SharePoint document
libraries directly from Office common dialog boxes. Storing an Office document on a
SharePoint server also allows Office 2007 users to take advantage of a number of collabora-
tive functions.

=> For more details on how to use SharePoint services with Office 2007, see, “Office Collaboration and
SharePoint,” p. 908.
"To save documents to a SharePoint site, you use the Publish options located off the Office
button and then choose Document Management Server.

CREATING NEW FILES

When you choose the Office button and then select New in an Office 2007 program, the
New Document, New Workbook, New Presentation, New Publication, or New File task
pane opens (the exact name varies, depending on the Office program in use). As Figure 3.5
illustrates, these task panes are simpler and less cluttered than their predecessors. Choose an
option from the Templates block at the top of the task pane to create a blank document (or
blog post) or to create a new workbook, database, or presentation from an existing file.
There are standard templates, and those that have been used recently show up. Or select
from the templates available from Microsoft Office Online, where you can look for custom
templates that match the needs of your current project.
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Templates are stored in different locations depending on the template, as noted below:

m The default collection of Office templates is stored in a subfolder that corresponds to
the system’s current language settings; on a default U.S. English installation, this is
ssprogramfiles%\Microsoft Office\Templates\1033. All users of the current system see
these templates.

m Each user’s custom templates are stored in the location specified for User Templates. By
default, this is sappdata%\Microsoft\Templates. The actual location can be changed in
Word’s File Locations dialog box. You go into the Word Options, to the Advanced set-
tings dialog box, and then to the File Locations button. Choose to Modity the location
for these files.

m If you've used Word’s File Locations dialog box to specify a Workgroup Templates
folder, Office displays templates from this location in the New dialog box as well. If a
template in the Workgroup Templates location and one in the User Templates location
have the same name, the Office program displays and uses only the one from the User
Templates location.

NOTE
The default Office installation does not install all available templates; instead, you'll find

shortcuts to some templates in the task pane and the New dialog box. The first time you
use one of these templates, Office attempts to install the supporting files.

If you're having trouble finding templates that you've saved, see “Putting Templates in Their Place”
in the “Troubleshooting” section at the end of this chapter.

=> For more details on how to install templates and other Office components, see “Adding and Removing
Office Features,” p. 937.
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Although you can manage the contents of template folders in an Explorer window, the easi-
est and safest way to make new templates available to an Office program is to save the file in
Template format.

USING AND CUSTOMIZING COMMON DIALOG BOXES

The Open and Save As dialog boxes used throughout Office have a series of shortcut icons
on the left side, called the Places bar (see Figure 3.6), designed to speed navigation through
common file locations. As we noted earlier in this chapter, the Office version of the Places
bar looks identical to the one available in the common Open and Save As dialog boxes found
in other Windows programs. However, with a small amount of effort, you can easily cus-
tomize the Office version. The default icons are as follows:
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B My Recent Documents—Opens the Recent folder, which contains shortcuts to files and
folders that you’ve worked with. When you click this icon from within an Office pro-
gram, Office displays only shortcuts appropriate to the application you’re using.

NOTE
Don't confuse the Office Recent folder with the Windows system folder of the same
name. Office manages a separate Recent folder for each user profile on a system. To
manage the Office shortcuts from an Explorer window, enter %appdatas\Microsoft\
office\Recent in the Run dialog box or in the Address bar of an Explorer window.
TIP FROM

The Tweak Ul utility allows you to turn off tracking of recently used files throughout

Windows; its settings affect all Office programs. For more information on Tweak Ul and to
ﬁ(‘- /Jﬁ download the utility, go to http://www.microsoft.com/windowsxp/downloads/powertoys/

Xppowertoys.mspx.

To clear the Most Recently Used Files (MRU) list for all Office programs, fire up Registry
Editor (Regedit.exe) and navigate to HKEY_CURRENT_USER\Software\Microsoft\
office\12.0\Common\Open Find. Delete the entire Open Find subkey to remove all
MRU lists for all Office programs. Office will begin building a new set of MRU lists the next
time you use an Office program. This procedure is documented in detail in Knowledge
Base article 826208, http://support.microsoft.com/kb/826208. Although the article itself dis-
cusses previous versions of Office (XP and 2003), the same registry key exists for 2007.
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Desktop—Opens or saves files on the Windows desktop. Use the desktop as a holding
area when you want to create a file and move it elsewhere using Windows Explorer.
Using the desktop as a permanent storage area is generally a bad idea because most
Office applications have a tendency to create temporary files in the same location as the
file you’re working with. Those temporary files disappear when you close down the
original file.

My Documents—Opens the personal data folder for the user currently logged on. As
noted earlier in this chapter, Windows allows you to change the target folder that Office
opens when you click this icon.

My Computer—Displays icons for local drives and document folders.

B My Network Places—Lets you manage files stored in shared folders on your network,

an FTP server, or on WebDAV-compatible servers.

In Open and Save dialog boxes, Office includes two features that make it easier to find a file

by name:

As you type in the File Name box, the AutoComplete feature suggests the first name
that matches the characters that you've typed so far. Keep typing, or press Enter to
accept the suggestion. Note that the list of files does not scroll as you type.

If you click in the list of files and then type a character, Office selects the first file that
begins with the letter or number that you typed. If you quickly type several characters in
rapid succession, the selection moves to the first file that begins with those characters. If
you pause for more than a second between characters, this type-ahead feature resets.
Note that as you select files in this fashion, Office does not fill in the File Name box.

To adjust the display of files in the Open and Save As dialog boxes, use the Views button.
The drop-down arrow lets you choose from a list of views, or you can click the button to
cycle through the following icon arrangements:

Thumbnails, Tiles, Icons, and List views mirror their counterparts in Windows

Explorer.

Details view displays size, file type, and other information. Click any heading to sort the
list by that category.

Properties displays summary information about the selected document in the right half
of the dialog box.

Preview displays a thumbnail version of the document in the right half of the dialog box
as you move from file to file in the list. In general, you should avoid this option because
of the performance penalty you pay: As you scroll through a dialog box, the program
that you’re working with has to open each file. Find an import filter, if necessary, and
generate the preview. Switch to this view when you want to quickly verify that the file
you’re about to open is the correct one, and then switch back to List or Details view

after peeking at the file.

WebView uses an HI'ML template to display files stored in a SharePoint document
library.
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Some files, especially certain Excel worksheets, can't be seen in the Preview pane. For suggestions
on the possible reasons, see “No Preview in Common Dialog Boxes,” in the “Troubleshooting”
section at the end of this chapter.

TIP FROM
To manage files in Open and Save As dialog boxes, select the filename and right-click.

Shortcut menus here work the same as they do in an Explorer window. You can move,
ﬁ(‘- é copy, delete, or rename a file, for example, as long as the file you select is not currently

open.

The Places bar can be customized to make it easier and faster to get to frequently used fold-
ers. To add your own folders to the Places bar, select the icon for the folder that you want to
add, and then right-click in the Places bar and choose to Add or Remove it from the Places
bar. (You can’t rename or delete the five default locations on the Places bar.) Keep in mind
that you select the folder and then right-click in the Places bar in a grey part of the bar.

TIP FROM

If you add more icons than can be displayed in the Places bar, small scroll arrows
appear at the top and bottom of the list. You can see more icons in the Places bar if you
ﬁ(‘- /Jé right-click it and choose Small Icons. Put no more than 15 locations in the Places bar;

with any more, you'll spend too much time scrolling.

"To rearrange folders in the Places bar, right-click an icon that you want to move, and choose
Move Up or Move Down.

NOTE
Changes you make to the Places bar apply to all Office programs.

STORING DOCUMENT DETAILS

The Windows file system keeps track of details about each file: its size, when it was created,
and when you last modified it, for example. Windows enables you to store extra details
about Office file types; these properties include the author’s name, a title and a subject for the
file, and comments or keywords that you can use to search for documents later. A Custom
properties sheet lets you track more than two dozen built-in categories or add your own.

Maintaining file properties takes a fair amount of up-front work, but it can have a profound
payoff, especially in a networked office where many users share documents.

To view and edit the properties of a file currently open in an Office program, go to your
Office button, select Prepare and choose Properties. Initially you will see a subset of proper-
ties, but you can select the down arrow and choose Advanced Properties to add more detail
(as shown in Figure 3.7).
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The Properties dialog box for an Office file includes the five tabs described in Table 3.1.

TABLE 3.1  OFFICE FILE PROPERTIES

Properties Description

General Basic information from the Windows file system: name, location, size,
and so on.

Summary Information about the current file and its author, including fields for

company name, category, and keywords. The Comments field is
particularly useful when you use Outlook’s file management capabilities
because the text appears beneath each filename when you turn on
AutoPreview.

Statistics Details about the size and structure of the file, such as the number of
words in a document or the number of slides in a presentation; also
displays revision statistics and total editing time. This tab is not visible
when inspecting file properties from within Windows Explorer; instead,
the information is displayed on the Summary tab. This information is
frequently incorrect, especially when you inspect it from within an
Explorer window. Professional writers and students who rely on these
statistics should always inspect them from within the document itself to
guarantee that the information is up-to-date.

Contents The parts of the file: the outline of a Word document, based on heading
styles; worksheet titles in an Excel workbook; or slide titles in a
PowerPoint presentation. This tab is not visible when inspecting file prop-
erties from within Windows Explorer.
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Properties Description

Custom Twenty-seven built-in fields that you can choose from, including Client,
Document Number, and Date Completed. Alternatively, you can add a
field of your own. Custom fields can contain text, dates, numbers, or
Yes/No information; they can also be linked to Word bookmarks, named

Excel ranges, or PowerPoint text selections

You can inspect most Office file properties by right-clicking a filename in Windows
Explorer and choosing Properties from the shortcut menu. Information in this dialog box
is arranged differently from what you see within an Office program, and many properties
are not available when the file is open for editing. For data files located on a disk format-
ted with the NTFS file system, you'll see an additional tab that contains security settings.

For simple projects, you might choose to ignore file properties; in these cases, a descriptive
filename can tell you everything you need to know about the file. For more complicated
documents, however, adding file details—including keywords and categories—can help you
or a co-worker quickly find a group of related data files, even months or years after you last
worked with them. Use the Comments box to add freeform notes about a given file.

To enter additional details about an Office file, you must open the Properties dialog box
before you save the file. If you use this feature regularly, you can configure Word, Excel, and
PowerPoint to display the File Properties dialog box every time you save a file.

SEARCHING FOR OFFICE FILES

The Open dialog box displays a list of all files and subfolders in a single folder. Searching
for a specific file can be tedious if the folder is full of files with similar names or if it’s organ-
ized into many subfolders. To make this task easier, you are going to have to use the operat-
ing system integrated search options.

In Office 2003, you had the option of using a task pane Search tool. But, in case you are
wondering where it is—it has been removed. The reason given was that this feature just
wasn't used and the new search features in Outlook 2007 are better, at least for search-
ing email.

WINDOWS DESKTOP SEARCH AND INSTANT SEARCH

A new search tool has been included in Windows Vista (and can be downloaded from
Microsoft for Windows XP) called Windows Desktop Search (WDS). This tool provides the
following features to enhance your searching capabilities:

m Fast search capability—You can now find what you need through your documents and
your email in seconds.
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m Multiple file type support—You can search through various Office documents,
images, video, pdf, and so on.

m Indexing—The file index is done when the system has idle time so that performance
isn'’t affected.

This search component allows a new feature in Outlook 2007, called Instant Search, to
function. This pane is available in Mail, Calendar, Contacts, Tasks, Notes, Folder List, and
Journal.

Working with Instant Search will be discussed in the Outlook section of this book.

WORKING WITH MULTIPLE FILES

Word, Excel, PowerPoint, and Publisher allow you to open more than one file at a time.
Access does not, and you can’t open multiple files directly by using the New File task pane.
To open multiple files using the common dialog boxes, follow these steps:

1. Choose the Office button, Open (or press Ctrl+O) to display the Open dialog box.
2. Hold down the Ctrl key and click to select multiple filenames.
3. Click the Open button or press Enter to open all selected files.

"To open multiple files from an Explorer window, hold down the Ctrl key and click each
icon; then right-click and choose Open.

You can also open any file by dragging its icon from an Explorer window into an Office pro-
gram window. When you drag an Excel or PowerPoint icon from an Explorer window into
an open program window, Office opens the new file in its own window. On the other hand,
if you drop a Word icon into an open document window, Word assumes that you want to
insert the file at the point where you dropped it. To open the document in a new window
instead, drop the icon onto the title bar of the Word program window.

In Office 2007 (as in previous Office versions), each new data file gets its own button on the
Windows taskbar, and you can switch between document windows the same way you switch
between programs.

SETTING UP AUTOMATIC BACKUP AND RECOVERY
OPTIONS

Like its predecessor, Office 2007 comes with “air bags”—a sophisticated set of programs
that are designed to make crashes less frequent, to make crashes less devastating when they
do occur, and to increase your chances of recovering a document when Office does crash.
Following are the important points to keep in mind:

AutoRecover is an option found in most Office programs, whereas AutoSave is in Outlook.
These can help you avoid losing your data. The process is quite simple. First, your data is
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saved automatically if you enable these options. That can really help you out if, for example,
you are working for a while and forget to save your document and then the power goes out

or your little brother comes alone and spitefully turns over the powerstrip (or, although this
should never happen, if your Office crashes).

Along with the data itself, the program state is saved. For example, you might have Excel
workbooks open and you are working with multiple windows in a specific layout. When
Excel opens up again, the windows should be restored in the same working state. Or course,
these are ideal restore possibilities and they may not always work exactly as promised.

In some cases, the recovery procedure will actually repair damage to a file when reopening
it. In this case, you can use the drop-down menu to open a dialog box that shows you which
repairs were made.

To configure these options depends on the application you are working in. If you are setting
them for Word, Excel, or PowerPoint, go to Options and to the Save tab, shown in Figure
3.8. There you can configure the number of minutes between saved documents and the
location of the AutoRecover files.
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To do the same thing in Outlook, go to the Tools menu, to Options. From there, go to the
Preferences tab, select E-mail Options, and then select Advanced E-mail Options. Select the
Auto Save Items Every __ Minutes check box and specify the number of minutes you want.

The fewer the number of minutes you choose, the more frequently the recovery file is saved.
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TROUBLESHOOTING

PUTTING TEMPLATES IN THEIR PLACE

I created a group of templates and saved them along with the standard Office templates in the Sspro-
gramfilesSs\Microsoft Office\Templates\1033 folder. But when I choose File, New, none of my
custom templates are visible.

Microsoft designed the folder that stores system templates so that users cannot add tem-
plates to it. Instead, you should save your templates to the default User Templates location.
The safest way to save templates to this location is one at a time. If you choose Template
from the Files of Type list in the Save As dialog box, all Office programs will save your work
to the correct location. If you want to add a large number of files to this location, open
Word, and under your Word Options on the Advanced settings dialog box, go down to the
bottom and select the File Locations button and verify the location of your User Templates
to make sure they will be put in the right location.

COMPATIBILITY ISSUES

I just created a PowerPoint presentation, saved it, and emailed it to a friend. My friend says the pres-
entation will not open. What can I do?

Remember that the new Office 2007 file formats do not, by default, allow for backward
compatibility. There are a couple of ways you can make it so that your friend can open the
document. You could save the document in the 97-2003 file format and re-send it. You
could encourage your friend to download the Office Compatibility Pack, which will open
documents in the new format. Or your friend could just install Office 2007. It is the future,
albeit that’s probably the most expensive solution.

No PRrReviEw IN COMMON DIALOG BOXES

I selected Preview from the drop-down menu of views in an Office common dialog box, but when 1
click a file in the pane on the left, Windows displays the words Preview not available instead of
showing my file.

The Preview pane shows a static snapshot of the document as it existed the last time you
saved it. By default, this option is not selected because it tends to add roughly 60KB to every
file that you create. To make this preview picture available, you must go into your Advanced
Document Properties. Select the Office button, go to Prepare, and select the Properties
option. Then you select the down arrow to get into Advanced Properties. On the Summary
tab, select the Save Preview Picture box. You can do this at any time with a Word document
or PowerPoint presentation. However, this option is effective with Excel workbooks only if
you use it when you first create the file. Checking this box on an Excel workbook after
you’ve saved it with this option off has no effect at all. To enable the preview, select the Save
Preview Picture check box and save the file under a new name. Then close the file and use
Windows Explorer to delete the old version and rename the new one with the old name.
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SECRETS OF THE OFFICE MASTERS: FOLDER OPTIONS
THAT MAKE YOUR LIFE EASIER

In common dialog boxes, trying to use information in the Type column is an exercise in
frustration. Making all file extensions visible is a crude solution to this problem, but
Explorer windows don’t allow you to sort by this information anyway.

So here’s a better idea: Regain control of the file types that you use most often, removing
the useless Microsoft tag at the beginning of each one and making extensions visible for
selected file types, such as HI'ML documents, where you might want to edit that change on
demand.

Open any Windows Explorer window (the My Documents or My Computer folder is a good
choice), choose Tools, Folder Options, and then click the File Types tab. Scroll through the
list of registered file types until you reach the Microsoft block, and begin editing each file
type. Select a file type (Microsoft Office Excel Worksheet, for example) and click the
Advanced button. In the Edit File Type dialog box, remove the unnecessary “Microsoft”
from the file type name. Click the Always Show Extension box to ensure that .x1sx exten-
sions are always visible (and editable) in Explorer windows.

Repeat this process for other file types, such as Microsoft Word Document and Microsoft
Office Document Imaging File. Now, when you use Details view, you’ll really see the details
that matter.
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WORKING WITH DOCUMENTS IN OFFICE 2007

In Office 2007, the basic collection of tools and techniques for entering and formatting text
are essentially unchanged from previous versions. In this chapter, we explain how to enter
characters you won't find on the keyboard, how to select text quickly and accurately, and the
best ways to find and replace text in every Office program. We also dig into the sometimes
confusing minutiae of the AutoCorrect feature.

ENTERING TEXT

Most Office users don’t think about entering text until they encounter a character that’s not
part of their daily repertoire: a currency symbol such as ¥, perhaps, or a Greek character
such as 7.

In fact, Office 2007 contains full support for the Unicode standard, a universally recognized
character set containing tens of thousands of letters, ideographs, and other symbols, which
spans the majority of all written languages. If the operating system you are using supports
the characters used in a specific language, those characters are available in Office.

INSERTING SYMBOLS AND SPECIAL CHARACTERS

Office supports three relatively easy methods to place a single symbol or other special char-
acter in an Office document:

m Your first stop should be the Symbol dialog box. Choose the Insert tab, and select
Symbol, and then choose a symbol in the gallery or select More Symbols, where you
will see the symbols dialog box to scroll through a comprehensive and easy-to-use list of
every character available in normal or decorative fonts (see Figure 4.1).
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box in Word.

When you click a symbol, a short description of the character, as well as its character
code, appears at the bottom of the Symbol dialog box. Most characters include a key-
board shortcut, typically triggered by holding down the Alt key while entering a four-digit
numeric ANSI code from the numeric keypad (the numbers on the top row of the key-
board do not work for these shortcuts). Although these shortcuts are usable in any
Windows program, the shortcut hint is visible only when you open the Symbol dialog

or Cancel.

After you insert a character, the Symbol dialog box remains open so that you can insert
additional characters, if necessary. To dismiss this dialog box, press Esc or click Close (X)

m The Special Characters tab in the Symbol dialog box (see Figure 4.2) gives you quick
access to the most common punctuation characters (also known as special characters).
The tab is available only in Word, Outlook, and Excel. If you are tired of scrolling
through the Symbol dialog box’s detailed lists, this is the place to turn. The shortcut-
key reminders are visible in Word only.

Figure 4.2
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m If you know that you’re going to be using a specific symbol or special character repeat-
edly, set up an AutoCorrect entry for it by clicking the AutoCorrect button on the
Symbol dialog box in Word, or by going into your advanced Options off the Office
button menu, then to the Proofing settings and choosing AutoCorrect Options. For
example, if you use the ¥ (Japanese Yen) symbol frequently, tell Office to AutoCorrect
the two characters Y= to ¥. The entry will work in Outlook, Word, Excel, Publisher,

or PowerPoint.

=> To learn more about saving and reusing text, see “Using AutoCorrect to Speed Up Text Entry,” p. 86.
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To find various dashes, “curly” quotes, daggers, ellipses, and many more common marks
quickly, open the Symbol dialog box and choose General Punctuation from the Subset
list on the Symbols tab. Keep in mind that, depending on the font you have selected, you
may not see a subset tab. So you may have to change the font option.

When it comes to inserting symbols into your documents, you have many more choices. For
example, you can use the Windows Character Map applet (Charmap.exe), or you can click
the buttons on the Word version of the Symbol dialog to create AutoCorrect entries or
shortcut keys. You can write a macro in any Office application that inserts a specific charac-
ter. You can also choose from an endless assortment of management utilities designed for
general-purpose use with Windows

ENTERING ACCENTED AND INTERNATIONAL CHARACTERS

If you use the U.S. English version of Office 2007 and you have only occasional need for an
accented, inflected, or otherwise altered character common in European languages, Word
and Outlook recognize the shortcuts in Table 4.1.

TABLE 41 WORD AND OUTLOOK'S ACCENTED CHARACTER SHORTCUTS

To Type Any First, Press This Then Type

of These Accented Key Command the Desired Letter
Characters

AaEehiOoUn Ctrl+ AaEeliOoUu

Aa'D dEEHOsUG Yy Curl+’ AaDdEeliOoUuYy
Aa eli0s UG Ctrl+Shife+/ AaEeliOoUu
AakeliOs Ui Yy Ctrl+Shift+: AaEeliOoUuYy
AaNiOs Ctrl+Shift+~ AaNnOo
AeEcef Crrl+Shift+& AaOos

Ce Ctrl+, Ce

Az Ctrl+Shift+@ Aa

Do Crrl+/ Oo

To enter an inverted question mark or exclamation point (¢, ;) for use with Spanish text,
press Ale+Cerl+Shife+? or Ale+Cerl+Shift+!.

When entering text in Spanish, if you have configured Word to use Spanish as the back-
ground language, the inverted question mark will come up automatically if you put a
regular question mark symbol at the beginning of a sentence.
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ENTERING TEXT THROUGH SPEECH RECOGNITION

With each passing year, speech recognition technology improves. This exciting capability is
still in its infancy, however, and Office’s implementation (in previous versions) only under-
scores that fact. Speech recognition can be a godsend to those who are physically challenged;
however, text input using dictation rates as little more than a novelty to serious Office users.

In previous versions of Office, Microsoft had speech recognition technology included.
However, starting with Office 2007, we rely on the Operating System to provide us with
that capability. Both XP and Vista have speech recognition capabilities built in.

ENTERING TEXT IN ANOTHER LANGUAGE

Office interprets the keys on your keyboard according to the conventions established inside
Windows. To change the mapping of keys to characters in XP, use the Control Panel’s
Regional and Language applet: Click Start, Settings, Control Panel, select the Regional and
Language applet, and then click the Languages tab. Select the Details button and then, from
the “Text Services and Input Languages” dialog, you can choose to Add alternative keyboard

layouts.

Note: To do the same thing in Vista, go into Control Panel, under Clock, Language and
Region, and select Change Keyboards or other input methods (unless you are in Classic
view for your Control Panel). Then you select Regional Language Options and select the
Keyboards and Languages tab (see Figure 4.3).

Figure 4.3
In Vista, depending on
the view you have

Selected fOr COntrol Te change your keybeard of input lnguage chck Change keyboards. LI
Panel, you can change | Change keyboards.. 9 2 o remave wser accounts
- do | change the kevboard lavout for the Welcome screen]
rom_xr ketybt?]ard settings ey MOk s i ]
oo e e o e g e
BB G| St e
nput eids.
[Enghsn Liwad Smwes) - 5
Instafed services
Sebct e wmrvices hal you ward lor sach inpul lnguiags show: n he
izt Use the Add and Femowe buttors to mocfy this ket
[ Erghah fUnted Stanes)
1 Koyboard
. Us
Acd
bigw can Linstall eddtional languzpes] Emave
o [[ ca

9 Regioral and Language Ogtians
| Formats [ Loczsn | Kesbosrds snd Langusges | pdmnseasie

Keyboards and cther input languages

User Accaunts and Family
Safety
P e any uer

When you switch keyboards, Word automatically switches fonts to those that are designed
for the language, and it sets the proofing language for spell checking and grammar check-
ing. This is the way recommended by Microsoft to manage enabled languages. However,
you can also consider looking into the 2007 Microsoft Office Tools for the Language

Setting options.
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If you want your Office ribbons to display text and option information in another lan-

guage, you have to install a Language Pack for that particular language for your Office
ﬁ(’- /dﬁ applications. You can purchase a Language Pack from Microsoft Office Online. You

can also download a free Language Interface Pack (LIP) to get an interface in another
language. However, a Language Pack isn't necessary to type or enter text in another
language.

Some languages require additional tools. Arabic, Hebrew, and Farsi, for example, need bi-
directional support, because they are input and read from right to left. Ideographic languages
need the Microsoft Input Method Editor to make it possible to type “text” (ideograms) at
all. (Ideograms, the cornerstone of several written Asian languages, are symbols more related
to ideas or things than to a spoken sound. Ideographic languages are notoriously difficult to
input into a computer because they typically contain thousands of “characters.”) For more
details, consult the online Help topic “About Multilingual Features in Office.”

SELECTING TEXT

"Text selection is one of the most fundamental of Office activities, but the specific techniques
used in each program vary widely. In fact, mastering the different shortcuts each Office
application uses to handle text selection is a key step on the road to becoming an Office
master.

When you select text with a mouse, the following shortcuts apply:

m Double-clicking a word selects the word in all Office applications. In the text-centered
Office programs—Outlook, Word, PowerPoint, and Publisher—double-clicking also
selects the word’s trailing space(s), if any; in Excel and Access, it does not. That can be
somewhat confusing when switching between applications.

m Triple-clicking selects an entire paragraph in Outlook, Word, PowerPoint, and
Publisher. Triple-clicking in Excel does not select an entire cell.

®m In Word, moving the mouse pointer to the left margin changes it from an I-beam inser-
tion point to an arrow that points up and to the right. When you see this pointer, you
can click once to select the current line; twice to select the paragraph; or three times to
select the entire document. The Outlook email editor has a similar capability.

m In Word, Outlook, Publisher, and PowerPoint, the selection automatically extends to
include entire words when you click and drag over more than one word. In all four
applications, you can turn this off. In Word and PowerPoint, go into the Options,
Advanced settings, and under the Editing section, clear the box marked When
Selecting, Automatically Select Entire Word. For Publisher and Outlook, you do this
from the Tools, Options dialog box on the Editing tab.
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m When working with text boxes in the drawing layer, Office takes on the clicking con-
ventions of the underlying application: Triple-clicking in a paragraph in an Excel text
box does nothing; the same action in Word or PowerPoint selects the entire paragraph.

Many advanced Word users—especially proficient typists—prefer to use the keyboard to
select characters and words. By memorizing a few simple commands and avoiding the round
trip to the mouse, they can plow through text much faster. Keyboard-selection techniques
stay fairly uniform throughout Office (see Table 4.2).

TABLE 4.2 KEYBOARD SELECTIONS VALID IN ALL OFFICE PROGRAMS

To Select Press

Next character to right Shift+Right Arrow
Next character to left Shift+Left Arrow

To end of word Ctrl+Shift+Right Arrow
To beginning of word Crrl+Shift+Left Arrow
To end of line Shift+End

To beginning of line Shift+Home

Entire document Cul+A

In addition, Outlook and Word have two important shortcuts that experienced users will
want to memorize (see Table 4.3). These shortcuts come in handy when you’re trying to
select blocks of text in large documents, “from this point to the beginning” or “from this
point to the end.” No menu or toolbar button equivalents exist for either.

TABLE 4.3 KEYBOARD SELECTIONS VALID ONLY IN OUTLOOK AND WORD

To Select Press
To end of document Ctrl+Shift+End

To beginning of document Ctrl+Shift+Home

In Word and Outlook, you can select noncontiguous characters—that is, characters that are
not next to each other—by holding down the Ctrl and Shift keys simultaneously as you
make your selections. (If you hold down Ctrl when you click, your initial selection extends
to a complete sentence.) In Excel, you can select noncontiguous cells the same way. In
PowerPoint, you’re allowed to select noncontiguous slides. But you can’t select noncontigu-
ous text in Excel, PowerPoint, or Publisher.
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FINDING AND REPLACING TEXT

When you want to find or replace a piece of text in an Office document, the method varies
depending on which application you use. To find a particular text string, do the following:

1. On the Home ribbon is an Editing grouping. Choose the Find option. Type the text
you want to locate in the Find What box. Word’s Find and Replace dialog box is shown
in Figure 4.4.

Figure 4.4
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2. Set up the parameters, known as criteria, for your search. Depending on which Office
application you are using, the process of setting up your search criteria will vary.

3. With the find criteria established the way you want, click Find Next, and the application
selects the next occurrence of the text.

Here are some criteria considerations:

m In Outlook, Word, and Access, you can choose whether you want to search Up (toward
the beginning of the document) or Down (toward the end). (To reach this option in
Word, click the More button.) In Excel (see Figure 4.5) or PowerPoint, you have no
choice as to direction—the first Find uncovers the first occurrence of the string; subse-
quent Find Next selections move to later occurrences. In Word and Access, you can
choose the Search All option, which finds the first occurrence of your search text in the
current document or database object, the same as an Excel or PowerPoint Find.
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m Excel enables you to choose whether you want to search row-major (Search by Rows

going across the current row before dropping down to the next one) or column-major
(Search By Columns going down the current column before looking at the next one to
the right). Make your choice in the Search box. Excel also enables you to look at formu-
las or values (that is, formula results). If you have a cell that contains the formula
=SUM(A1:B3), for example, searching the formulas for B3 results in a hit, whereas
searching the values doesn’t.

NOTE
Excel allows you to easily search for text in comments. This feature can come in handy if
you're scanning for comments from a specific individual or those that apply to a given
topic. To do so, select Comments in the Look In box.

All the Office applications allow you to specify that you want to Match Case (as in the
PowerPoint dialog box shown in Figure 4.6). With this check box selected, the capital-
ization shown in the Find What text box must match the capitalization of the text in
the document precisely to get a “hit.”

Using the Find dialog box in Outlook, Word, and PowerPoint, you can select a check
box that restricts the search to Find Whole Words Only. When this option is enabled,
the text in the Find What field must appear in the document preceded and followed by
a space or punctuation mark: beast, for example, will match beast but not beasts.
Excel has a comparable check box that limits hits to cells where the entire cell contents
matches the text in the Find What box. Similarly, Access can limit hits to those that
match the entire field.
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Outlook, Word, Excel, and Access accept wildcards:

B * matches one or more letters. For example, s*ap will turn up hits on snap or strap, but
not on sap.

m ? matches one single letter. For example, b?t will match bit or bat, but not boot.

m In Excel only, the tilde character (~) followed by a ~, 2, or * matches ~, 2, or *. So hop~*
matches hop*, but not hop? or hope, and tr~?p matches tr?p but not tr*p or tr-p
or trip.

Word has an enormous number of additional search features; the other Office applications
pale in comparison.

CONVERTING SCANNED DOCUMENTS TO TEXT

Oftfice 2007 includes a surprisingly good optical character recognition (OCR) system that
can convert a paper document into a Word file with relative ease. You can scan the docu-
ment and dump its text directly into Word in a single operation. Or start with a scanned
document, perform OCR, and then select some or all of the recognized text to use in any
Office program.

NOTE
Windows Fax and Scan is a new feature included in Windows Vista that now embeds
these features into the Operating System. You will still want to use third-party tools for
their higher level of functionality, but at least you know you have options.
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If you have a scanner connected to your PC, use the Microsoft Office Document Scanning
utility to scan the document and perform OCR on the resulting TIFF file in one operation.
You'll find the Document Scanning program in the Microsoft Office Tools group. If you
have trouble locating these, first check your All Programs and then look in your Microsoft
Office programs. Sometimes, because there are so many applications, you might miss the
extra set of tools. The Scan New Document dialog box (see Figure 4.7) is fairly easy to use:
Click the Scanner button to check and, if necessary, adjust the settings of your scanner, and
then click the Scan button.

Figure 4.7
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The resulting document includes two components: a graphic representation of the scanned
page, in TIFF format, and a version that includes OCR information. The results appear in
the Microsoft Office Document Imaging utility. If you have a saved TIFF file, you can
open it directly in this program (you’ll find its shortcut in the Microsoft Office Tools group
as well).

Options available for the Document Scanning utility depend on your hardware. Some

drivers support automatic page feeders; others include the option to “restitch” docu-
é@(’- /Mﬁﬁ ments that are printed on both sides of the paper. You scan one side and then the other,

and the software puts the two halves together, in sequence. It's a very handy feature.
The Document Imaging utility includes an enormous number of options—too many to
describe here. The speed of the OCR engine depends on your system resources, but the
results can be exceptional. After performing OCR, you can select a portion of the recog-

nized text, right-click, and copy the selection to the Clipboard as an image or as text. Click
the Send Text to Word icon to export just that portion to a new Word document.

We tound these tools to be more than adequate to handle almost all your scanned-text
needs. But again, your scanner probably came with its own software that offers a few more
bells and whistles, if that’s what you need. If not, this is a reliable way to move text from a
scanned document into Word.
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USING AUTOCORRECT TO SPEED UP TeEXT ENTRY

No doubt you’ve seen the result of AutoCorrect when you type a word like 7eh and it comes
up the. Don’t take AutoCorrect’s name too literally. Yes, it’s true that AutoCorrect watches
over you, correcting typos in Outlook or Word—for example, type isn;t and AutoCorrect
converts it to isn't. But it does much more:

m AutoCorrect also works in Outlook, Excel, PowerPoint, Publisher, and Access. Entries
in one application work in all the others (with one exception discussed later in this sec-
tion); if you tell Access to change mouses into mice, the correction applies in all other
Oftice applications.

m You can create your own AutoCorrect entries to supercharge your typing—for example,
changing your shorthand tpfp into the Party of the First Part or otoh into on the
other hand.

m If you commonly work with boilerplate text, AutoCorrect can handle it for you. Do you
have an addendum that you add to the end of most contracts? Set up a code you can
remember—such as addend1—so it expands into paragraphs, even pages, of text, foot-
notes, and the like.

Even though you can use AutoCorrect for boilerplate text, we would recommend that

you instead work with the new Quick Parts feature, which allows you to make your boil-
é@ﬁ /Jﬁ erplate text into a building block that can be added easily later. The same is true for

using AutoCorrect for graphics. Although this was recommended in the past, the new
way to include common graphics is through Quick Part building blocks.

m AutoCorrect can even help you with odd capitalization. For example, if one of your
company’s major customers is called zapItInc, you might have trouble getting the caps
right when you type the company name. Set up an AutoCorrect entry for zapitinc (all
lowercase) and have it corrected to zapItinc. Then every time you type zapitinc—or
Zapitinc, ZapItinc, ZapitInc, or even zApitiNc—AutoCorrect automatically changes
the word to zapItiInc.

In all Office applications except Excel, a Smart Tag appears whenever AutoCorrect
changes something you've typed. Hover your mouse over the changed text and click the

é@(’- M Smart Tag (look for the lightning bolt icon) for easy access to all AutoCorrect options—
including the capability to undo, or even permanently turn off, whatever correction was
made.

How AUTOCORRECT WORKS

The AutoCorrect engine watches as you type. Whenever you press the spacebar, type a
punctuation mark, or press Enter, this Office component looks to see whether the preceding
characters match an entry in your AutoCorrect list. If it finds a match, it replaces the old text
with the contents of the AutoCorrect entry.
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In a default installation, the AutoCorrect list includes a large collection of commonly mis-
spelled words and phrases. Figure 4.8 shows an AutoCorrect entry that changes accomodate to
accommodate. Because of this entry, if you ever type accomodate followed by a space, punctua-
tion mark, or paragraph mark, the misspelling will be automatically changed to accommodate.

Figure 4.8 'AutoCorrect: English (U.S.)
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The entry must match precisely. Using the default AutoCorrect entry shown in Figure 4.8,
Word would not change accomodated to its correct spelling—unless, of course, you add a

custom AutoCorrect entry to handle that word.

If AutoCorrect changes a word and you want the original back, click to position the inser-
tion point within the changed word. Then let the mouse pointer hover over the underline
beneath the changed word, click the lightning bolt icon to reveal the action menu (shown in
Figure 4.9), and choose Undo Automatic Corrections. Alternatively—and much more
quickly—you can immediately press Ctrl+Z, or you can choose Edit, Undo AutoCorrect, or
click the Undo button. Any of these actions will reverse the change made by AutoCorrect
and restore what you typed to its original state. The same action menu lets you quickly
remove an entry from the AutoCorrect Options list or stop AutoCorrect from performing a

certain type of correction.

Figure 4.9 1
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SETTING AUTOCORRECT OPTIONS

The actual AutoCorrect settings, which were shown in Figure 4.8, is located off the Office
button, under <Program Name> Options, on the Proofing settings dialog box. Select the
AutoCorrect Options button.

In addition to replacing one string of text with another, Office has four additional
AutoCorrect settings:

m When you check the Correct TWo INitial CApitals box, AutoCorrect examines each
word you type in an Office program; if it detects a word that starts with two consecutive
capitals and that word appears in the dictionary, Word changes the second letter to low-
ercase. For example, if you miscapitalize AHead, Word changes it to Ahead; but if you
type JScript, CDnow, or XYwrite, Word leaves it alone. You might want to override
AutoCorrect on certain two-capital combinations such as GOpher. To do so, click the
Exceptions button.

You can bypass this dialog box and automatically add words that begin with two capital
letters to the Exceptions list by immediately undoing the change. If you type Gopher, for
example, and Word, Publisher, or PowerPoint “corrects” the entry to Gopher, click the
AutoCorrect Smart Tag for the changed text and choose Stop Automatically Correcting
GOpher from the action menu. (You can also press Ctrl+Z in any application to undo
the change.) Office restores the second capital letter and adds the word to the
Exceptions list in one operation. To disable this feature, click the Exceptions button on
the AutoCorrect dialog box and clear the Automatically Add Words to List check box.

B The Capitalize First Letter of Sentence box presupposes that Office can recognize when
you’re starting a new sentence. That’s not an easy task. If this setting causes Office to
make capitalization mistakes more frequently than you like, turn it off. Office generally
assumes that you’re about to start a new sentence when it detects the presence of a
period followed by a space, but tempers that judgment by a lengthy list of exceptions,
including approx. and corp., which rarely signal the end of a sentence.

m The Capitalize Names of Days check box works as you would expect.

m The Correct Accidental Usage of cAPS LOCK Key check box, however, comes into
play only when you type one lowercase letter, followed by pushing the Caps Lock key,
and then continue typing. With this box checked, Office turns the first character into a
capital, makes the other characters lowercase, and turns off the Caps Lock function.

Word offers two more AutoCorrect check boxes, which are also available in Outlook. The
first, Capitalize First Letter of Table Cells, works much like the Capitalize First Letter of
Sentences setting. The second option, Automatically Use Suggestions from the Spelling
Checker, configures Word to consult the spelling checker if the usual AutoCorrect lookup
doesn’t find the word in question in the AutoCorrect list. If the spelling checker comes back
with one—and only one—suggested correct spelling, the word you typed is replaced with
the one offered by the spell checker.
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You could have an embarrassing mistake if Word substitutes the absolute wrong word
for a misspelled one. However, Word’s automatic substitution routines don’t seem to
generate vulgar expressions. In addition, AutoCorrect will not change proper nouns and
other capitalized words (so, for example, if you type Mr. Turkye, it will remain
Turkye, and not be AutoCorrected to Turkey).

=> To learn more about Word's spelling checker, see “Checking Spelling, Contextual
Spelling, and Grammar,” p. 374.

If you type tiime, and there’s no entry for tiime in the AutoCorrect list, Word consults the
spelling checker. The spelling checker offers only one correct spelling—time—so, with this
box checked, tiime is replaced by time.

CUSTOMIZING THE AUTOCORRECT LISTS

Office maintains two AutoCorrect lists. The first one includes all unformatted Word
AutoCorrect entries, plus all entries for the other Office applications. The second
AutoCorrect list exclusively handles formatted entries available in Word and Outlook.

Use a formatted AutoCorrect entry whenever it’s important that formatting be applied in the
replaced text. For example, if you always want the term “Congressional Record” to appear in
underlined, italic text, you might set up a formatted AutoCorrect entry called cr that always
produces Congressional Record.

Adding your own formatted entries to the AutoCorrect list is easy:

1. Select the text you want AutoCorrect to produce. Apply whatever formatting you want.
2. Go into your AutoCorrect Options. The text you’ve selected appears in the With box.
Click the Formatted text radio button.

3. Type the text you want to trigger an AutoCorrect replacement in the Replace box. In
Figure 4.10, we instructed Office to replace cr with Congressional Record.

4. Click Add.

Formatted AutoCorrect entries apply only to Word and Outlook. If you add the formatted
cr entry shown in Figure 4.10 and then type cr in Excel, PowerPoint, or Access, nothing
happens. The text ¢ is AutoCorrected only in Word and Outlook.
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CAUTION

When Word searches for AutoCorrect entries, it looks for formatted entries first. Building
on the previous example, if you create a formatted entry for cr in Word and then create
an unformatted (plain text) entry for cr in another program, typing cr in Word will
bring up the formatted entry, but typing cr in Excel or PowerPoint will bring up the
unformatted (plain text) entry. To make things even more confusing, only the unformat-
ted entry will show in the Word AutoCorrect list, although the formatted entry will still be
used. If you can't make sense of a specific AutoCorrect entry, your best bet is to first
remove the unformatted entry from Excel or PowerPoint, then remove the entry from
Word, and start over.
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Automatically use suggestions from the spelling chedker

You can also add AutoCorrect entries while performing a spell check. Right-click a word
with a red squiggly underline, choose AutoCorrect, and select the correct spelling. Office
corrects the misspelling and adds a matching AutoCorrect entry automatically.

Deleting AutoCorrect entries is as easy as adding them. Open the AutoCorrect dialog box,
select the entry you want to remove, and click Delete.

If you type the name of the entry you want to delete into the Replace box, Office jumps
immediately to that part of the list.

Word fields can appear in AutoCorrect entries, but only as Formatted Text. If you switch to
Plain Text when creating an AutoCorrect entry that contains a field, Word converts the field
to its field result before storing the entry.

Unformatted AutoCorrect entries are stored in a file that includes the extension .acl in the
sappdata%s\Microsoft\0ffice folder. In a default U.S. English installation, this file is called
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Ms01033.acl. The file can be moved from one computer to another along with other Office
personal information. Formatted AutoCorrect entries are stored in Word’s global template.

Also consider adding words you commonly type that have odd punctuation—Yahoo! comes
to mind—so the capitalizing routine will operate properly. You might have other abbrevia-
tions that appear frequently in your writing: tb. or exec., for example. To add these excep-
tions, go into your AutoCorrect Options, and then click the Exceptions button. Type Yahoo!
and click Add. Type tb. and click Add again; type exec., and click Add one last time.

The AutoCorrect list is filled with hundreds of entries—not all of which might be to your
liking. Consider removing the ones you find obtrusive. For example:

m Several combinations of colons, semicolons, dashes, lines, and parentheses are automati-
cally turned into smiley faces. If you don’t want smiley faces to appear in your docu-
ments and email messages, delete those entries from the AutoCorrect list. They’re all
near the beginning of the list.

m If you commonly create numbered lists by hand, and use (a), (b), (c), and so on within
the numbers, you’ll quickly discover that (c) is automatically turned into a copyright
symbol. To override that behavior, use the lightning bolt icon that appears when you
hover over the copyright symbol and choose Stop Automatically Correcting “(c)”.

®m Another AutoCorrect entry turns a standalone lowercase i into an uppercase 1. That,
too, can be problematic if you create numbered lists by hand. To get around it, click the
AutoCorrect Smart Tag (the lightning-bolt icon) and use the action menu.

m One AutoCorrect entry changes three consecutive periods (...) into an ellipsis. The
ellipsis is a single character that looks like three periods, squished close together (...). As
long as your documents are destined to be used only by other Office programs, the
ellipses pose no problem. But when you copy the text into an email message, for exam-
ple, or post the document on the Web, the ellipsis character can turn into something
totally inscrutable. To keep Office from changing three periods to an ellipsis, use the
AutoCorrect action menu.

AUTOCORRECT D0O’s AND DON'TS

The most common problem with AutoCorrect entries arises when you create an entry that
has unexpected side effects. For example, while working on technical documentation, you
might create an entry called prz that AutoCorrects to insert the paper in the printer. Then,
weeks or months later, you might type a line like this:

...create a file called Output.prn and...
and the AutoCorrect entry kicks in:
...create a file called Output.insert the paper in the printer...

.?“‘w"g If you find it difficult to locate some AutoCorrect entries, see “Finding Obscure AutoCorrect Entries”
\ ¥

in the “Troubleshooting” section at the end of this chapter.
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To minimize the chances for side effects like these, many Office experts use punctuation
marks in their AutoCorrect entries. You might be tempted to set up an AutoCorrect entry
called usr, for example, to “correct” into United Steel & Resources, Inc. Unfortunately,
every time your finger slips on the keyboard and you misspell use as usr, AutoCorrect kicks
in and you get gibberish. If you define the entry as usr., on the other hand—note the trail-
ing period—you can type the entry almost as quickly as usr, and the chance for accidental
side effects are greatly reduced. Or, you might just want to turn off the AutoCorrect features
altogether. To do this, you click the Office Button, the Word Options, on the Proofing tab
and choose AutoCorrect Options and deselect the “Replace text as you type” option.

You have the ability to move AutoCorrect lists, but you should avoid swapping around
AutoCorrect lists unless it's absolutely necessary. Instead, use AutoText entries attached

é@(’- M to the appropriate template. Although you lose a few of AutoCorrect’s niftier features,
you'll find it far easier to keep track of the entries if you store and move them with their
appropriate template(s).

USING THE OFFICE CLIPBOARD

The Clipboard (shown in Figure 4.11) lets you copy multiple text and graphical elements
from other Office documents, the same Office document or application, or even other appli-
cations. For example, you can copy text from a Word document and paste it easily into a
PowerPoint presentation. Using the Clipboard task pane, you can organize these copied
items and determine when and where you want to paste them.

MANAGING THE OFFICE CLIPBOARD PANE

"To view your Clipboard pane, go to the Home ribbon and select the arrow widget next to
the Clipboard grouping (or in Publisher or SharePoint Designer you select Edit/Office
Clipboard). The clipboard will show you the different items you have copies and pasted and
will not eliminate these items until you close all Office programs (see Figure 4.11). As long
as one Office application is open, the Clipboard stays at the ready.

If you want to remove items from the Clipboard, you can select the item from the list and
choose Delete.

At the bottom of the Clipboard are a set of options for display (as shown in Figure 4.12).

If you have Show Office Clipboard Automatically on, the Clipboard will appear whenever
you are copying things. You can make it so that the Clipboard appears if you press Ctrl+C
two times. You can have items copied without having the Clipboard displayed by using the
Collect Without Showing Office Clipboard. You also have the Show Office Clipboard Icon
on the Taskbar. This is on by default and will show a little Office icon when the Clipboard is
on. Finally, “Show Status Near Taskbar When Copying” displays the collected item message
and is turned on by default.



Figure 4.11

The Clipboard keeps a
collection of your
copy/paste items until
you exit all Office
applications.

Figure 4.12
Clipboard display
options.
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CONVERTING CLIPBOARD DATA INTO ALTERNATE FORMATS

The only way your Office Clipboard can insert items from the Clipboard is by a standard
Paste command. You cannot use Paste Special options. So, it’s important to remember that
when you want to convert Clipboard data into something else (unformatted text, or a pic-
ture, for example), you need to use Paste Special, which actually works with the System
Clipboard, not the Office Clipboard. Basically, the last item you copied on the Office
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Clipboard is also in the System Clipboard, and it’s this item that can be converted into
another format through Paste Special.

In addition to the Office Clipboard is a System Clipboard. They work together in many
ways; for example, if you copy items to the Office Clipboard, the last one you copy is
copied to the System Clipboard. If you clear the Office Clipboard, the system one is
cleared, too. Anytime you use the Paste options, you are not pasting from the Office
Clipboard, but from the System Clipboard. Does that clear it all up?

Another option is to paste your item, recut or recopy it, and then use Paste Special to put
the item into the new formatting. The recut or recopy makes it the last item to be put into

the System Clipboard.

DRAGGING AND DROPPING DATA

You can move selections of text, images, or tables, and so on in a faster manner by using the

drag-and-drop method.

To do this, you select the text (image, table) you want to move. Place your pointer in the
middle of the selection and then hold down your left mouse button. Then move your mouse
and you will see an insertion point that is moving instead of the typical mouse pointer. Move
that where you want to put the item and then release.

If you hold down the Ctrl key when you move this, you will make a copy of the selection.
But if you let go of the key before you release your mouse button, the copy isn’t made.
The items are moved instead.

You can turn the drag-and-drop features off by going into your options; for Word 2007 and
PowerPoint 2007, under Advanced settings and under Editing, you find Allow Text to Be
Dragged and Dropped. For Excel 2007, it’s Enable Fill Handle and Cell Drag-and-Drop.
For Outlook, Publisher, and Project, it takes some searching through the Tools
menu/Options dialog box. Look for the Edit tab and find the drag-and-drop check box.

USING AND MANAGING FONTS

The first law of typography: Don’t use more than three different fonts (typefaces) in any sin-
gle document—one for the body text, one for headings, and at most one more for the mast-
head or main titles. Using these guidelines, you might settle on Garamond for body text,
Arial for headings, and Verdana for the title page.

The second law of typography: Nobody follows the first law.

Unless you have a compelling reason to flout convention, most business letters and memos
use at most two fonts: one font for the logo, return address, or any other fixed text at the top
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and bottom of the first sheet; and a second font for all the rest. In the United States, it’s cus-
tomary to use a serif font as the main font (for body text), and sans serif fonts are commonly
used for heading text. In Europe, sans serif is almost as common as a body font, with serif
fonts frequently used in headings.

A serif font, such as Times New Roman, has curlicues on the ends of the letters, some-
M times referred to as feet; a sans serif font, such as Arial, has straight ends.
é@f You can mix and match as you like, of course, but be aware that each font you add to a
document increases the likelihood that typography will obscure, not enhance, your mes-

sage. The sure sign of an amateur document designer is a wild mixture of fonts, of vary-
ing sizes, with /ots of italic and even mere bold italic.

When you include the fonts that come with Windows and the fonts included with different
Office applications, you have more than 150 fonts at your disposal. Third-party programs
add still more fonts, sometimes by the hundreds. That’s enough to overwhelm all but the
most dedicated font aficionado.

If you find that your collection becomes unmanageable (and it surely will by the time you
hit 300-400 fonts), invest in a third-party font-management program. These programs
enable you to load and store groups of fonts, bringing them up when they’re needed.

At this writing, the gold standard for font management software is Bitstream’s Font Reserve
for Windows (previously Font Navigator). See http://www.bitstream.com/fonts/index.html
for details. If its price tag is too high, try the more reasonably priced Printer’s Apprentice,
from Lose Your Mind Development (http://www.loseyourmind.com).

The new default font is Calibri 11 point. This replaces the veteran Times New Roman 12
point that lasted for many years. Not everyone is completely happy with the change,
which was made because it's one of the newer true-type fonts, and it's supposedly a lot
more pleasant on the eyes. Some claim that certain words have too much spacing
between them, making words look odd.

COMMON FORMATTING OPTIONS

Although each Office application enables you to modify font formatting, and those with
paragraphs (Outlook, Word, and PowerPoint) enable you to change paragraph formats, only
Word and Outlook use the same dialog boxes to do so, and each application has its own
quirks.

CHANGING CHARACTER ATTRIBUTES
"To change character formatting, follow these steps:
1. In all Office applications, select the characters you want to change. In Word, Publisher,

or PowerPoint, if you don’t make a selection, your changes apply to the entire word in
which the insertion point is located.


http://www.bitstream.com/fonts/index.html
http://www.loseyourmind.com
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2. In Word, Excel, and PowerPoint, you look on the Home ribbon to see your font and
paragraph (no paragraph formatting for Excel) groupings. From here you can make
many changes, but if you need to go deeper in your formatting, you can select the
widget that opens the dialog boxes with further options. In Outlook, when creating an
email, you have formatting options on your Message ribbon, as shown in Figure 14.13.

Figure 4.13 (D) C R R Untitled - Message (HTML) = x
Outlook offers a rib- = | Meuge | i OpiomsfomuTet  Decoper @
bon-oriented setting ks G o o) e e AL R e B s B R A
for creating emails. On P e (B €[ A [ 4R G| A et A Ak Susns Chnd St Fallow | Spuig
the Message ribbon, Cgbord 5 B Test 5 = tochude | Options 5 Precting
you have the ability to ’“”M“‘
format your text. L=

Subject:

»

Greatings to all friends and family,

| would like to invite 3l of you to a night out at the movies.

The latest documentary “Frem Silicon Valley, To Barren Meuntains” by Jack Blaine
is playing at the Image Cinema.

I'll pick up the tickets for all who would like to go.

Yours truly,
Me

3. Set the characteristics. All Office applications enable you to change the font (that is, the
typeface), the size (in fractional increments), the style (regular/roman, bold, italic, or
bold italic), the color, and the single-line underline. Excel has several kinds of under-
lines, strikethrough, superscript, and subscript. PowerPoint enables you to specify the
super/subscript distance, shadow, and emboss. Publisher includes a long list of exotic
underlining options.

In theory, the Automatic color tells Office to choose a color that contrasts with the color
of the background. If you choose Automatic for the text color, for example, and then

é@(‘- M change the background to black, the text color changes to white and you can still read it.
Unfortunately, thanks to a wide-ranging bug in Office, this feature works only in Word
documents and tables. If you specify the Automatic color in a PowerPoint text place-

holder, an Excel worksheet cell, or a text box in any application, Office ignores your

request and formats the text as black. If you then change the background to black, your
text disappears from sight.

4. Click OK to change the selected text.

=> To learn more about adding different formatting to your text, see “Changing Text Formatting,” p. 356.
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Three Office applications—Word, Excel, and PowerPoint—include check boxes that refer to
the Default or Normal font. Each of these boxes works in different ways; only Word’s actu-
ally changes the default font for new documents:

m In Word, the Default button sets the properties you want to use for the default font in
all documents created in the future, from the current template. When you click the
Default button, Word asks whether you want to use the font settings for all new docu-
ments based on the current template. Click Yes. That sets the character formatting for
the Normal style in the current template.

=> To see how you can put templates, styles, and themes to work in your Word document, see “Using
Themes, Styles, and Templates,” p. 387.

m In Excel, by contrast, whenever you check the Normal Font box, Excel sets the font,
style, and size of the current selection to match the characteristics of the current work-
book’s Normal style. To change the standard font used in Excel—in other words, to set
the font for the Normal style in new workbooks you create—choose Tools, Options,
and modify the Standard font entry on the General tab.

m In PowerPoint, you can set the font, style, size, and so on, and then click the box
marked Default for New Objects. That merely sets the default font for newly created
items in the drawing layer—basically, the size of the font in new Text Boxes and Auto
Shapes in the current presentation.

USING BULLETS AND NUMBERS TO SET OFF LISTS

Bulleted and numbered lists come in handy both to emphasize and to organize. In general,
you’ll use bulleted lists to draw attention to important members of collections, and you’ll
want to use numbered lists when there’s some sort of internal hierarchy (for example, a top-
ten list), or when the sequence of points is important (for example, when describing each
step in a complex procedure).

Word, PowerPoint, and Outlook all offer a Bullets and Numbering option on the Home
ribbon. Publisher has its options under the Format menu. In each case, you choose the para-
graphs you want to bullet or number, and then choose the Bullets or Numberings buttons. If
you don’t make a selection, the formatting applies to the current paragraph and any succeed-
ing paragraphs until you either turn off the formatting or press Enter twice.

Using the Bullets and Numbering menu allows you to choose a picture or any character as a
bullet. You can control whether the numbering continues from the previous number or
starts fresh. You can also start AutoNumbering by typing a number followed by a period and
space or tab. The primary differences are the following:

m Word allows outline numbering, where you construct numbering schemes such as 1.A.3,
1.A.4, and so on. Word also applies bullet formatting automatically if you type a *, >, -,
or a similar character, followed by a space or tab.

=> To learn more about constructing customized numbering schemes, see “Using Bullets, Numbering, and
Multilevel Lists,” p. 367.

m PowerPoint enables you to easily scale the size of the bullet so you can select the best

size for your presentation.
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WORKING WITH HYPERLINKS

Hyperlinks allow you to jump from your current location within a document to a possible
other location within the same document, to a website, to a blank email message, and so on.
They are designed to assist us in moving quickly to other locations.

"To quickly create a hyperlink to a website, type in the name of the site and press Enter, and
it will automatically be transformed into a hyperlink with blue text and a bright blue line
underneath to indicate its purpose.

This change from typed Internet or network paths into a hyperlink is part of the AutoCorrect

L

options we discussed earlier. If you don't like this feature, you can go to your Office Button,
Word Options under your Proofing settings, select the AutoCorrect Options button, and on
the AutoCorrect tab, clear the Internet and Network Paths with Hyperlinks check box.

To insert a hyperlink, you go to the Insert ribbon and under the Links grouping, you choose
Hyperlink. From within the hyperlink dialog box (shown in Figure 4.14), you can do one of
the following: select Existing File or Web Page to link to the address you type in the Address
box (if you aren’t sure of the address, you can select the Look In arrow and navigate to where
it is). Or you can link to a new file by selecting Create New Document.

You’ll notice that there is a ScreenTip setting, and this allows you to type in some informa-
tion for the link. If it’s left blank, the address itself is put in there.
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You can also select the Email Address option to make the hyperlink connect to an email
address (and you can even set the subject line). This is good for documents that you eventu-
ally convert over to web pages. These links will be functional.

You can work with bookmarks to create hyperlinks that take you to certain bookmarks that
you have already established. For example, you might have a book in a document and you
want to make the Table of Contents a hyperlinking experience. Set bookmarks to the various
heading and then use the hyperlinks dialog box to create links to each of those bookmarks.
These same bookmarks can be used in other documents, so you can have hyperlinks that take
you from your location to a specified point in another document, or another office applica-
tion altogether. Basically, you can have a link in your Word document take you over to a pie
chart in an Excel spreadsheet and another link that takes you to a PowerPoint slideshow.

To learn more about hyperlinks, search for further information within the Office help files.
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UNDOING AND REPEATING CHANGES

All Office applications include Undo features. If you make a mistake, click the Undo icon,
which is conveniently located in the upper-left corner on your Quick Access Toolbar (or, if
you are using a non-ribbon-oriented application, it’s under the Edit menu), or press Ctrl+Z.
Every Office application supports at least one level of Undo, and some enable you to undo a
number of successive changes. If you discover you made a mistake five minutes ago, you
might be able to recover by clicking the Undo button repeatedly. If you close your file,
however, all bets are off—all Office applications clear the Undo history when you close

the document.

Word and Outlook include a virtually unlimited number of Undo levels. As long as you
don’t close the document, you can undo anything you’ve done. (There are some physical
limitations to the size of the Undo file, but in practice they aren’t significant.)

Word’s tremendously powerful Undo capability enables you to bring back material that you
might have thought was lost. For example, if you’re working on a speech and you decide the
opening paragraph you started with is better than the one you ended with, you can easily
restore it. First, save your current document! If anything goes wrong while using Undo in
this way, you can exit without saving and reopen your document to start over.

Click the drop-down Undo list off the Quick Access Toolbar and scroll all the way to the

bottom, selecting every action on the list. When you release the mouse button, Word
é@(’- /V?ﬁ undoes everything you've done in the current session, restoring your document to the

state it was in when you first opened it. Next, select the text you want to restore and
copy it to the Clipboard (do not, under any circumstances, use the Cut command). Now
scroll to the bottom of the drop-down Redo list and click to redo every action you just
undid. Your document is now back to the state it was in before you performed the multi-
ple-level undo, and you're free to paste in the paragraph from the Clipboard.

If you've lost the ability to redo changes in Word, see the tip “Cutting Text Clears the Redo List” in
_\ Y the “Troubleshooting” section near the end of this chapter.

Excel used to limit you to 16 levels of Undo. This relatively severe limitation has been part
of Excel for years, since the Undo feature was first introduced. But in Excel 2007, you can
undo up to 100 levels.

PowerPoint enables you to select the number of levels of Undo you want to support. The
default value is 20, but you can increase this to a maximum of 150 by clicking the Office
Button, then choosing Options, Advanced.

One odd thing about the Undo feature in your email message box in Outlook is that you
cannot select from a drop-down arrow to choose more than one at a time. You have to keep
clicking the button to undo a bunch of changes.
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TROUBLESHOOTING

FINDING OBSCURE AUTOCORRECT ENTRIES

A rogue AutoCorrect entry is causing unwanted text to appear in my documents, but I can’t find the
offending entry in the AutoCorrect list.

Most of the time, it’s fairly easy to figure out which entry is causing the problem.
Unfortunately, AutoCorrect isn’t always so simple. In particular, note that AutoCorrect
entries can have embedded spaces so, for example, an entry for any where might correct to
anywhere. That behavior can be puzzling until you realize that you might be the victim of an
AutoCorrect entry that begins with any.

CUTTING TeXT CLEARS THE REDO LisT

I used Word’s multiple-level Undo capability to roll back a large number of changes, and then I cut a
block of text. But when I wanted to restore my document to its previous state, the Redo button was
grayed out.

Did you save your changes before you performed the Undo operation? If so, exit the docu-
ment without saving, and restore your saved copy. If not, you’re out of luck. When you use
Word’s multilevel Undo, you can copy anything you want to the Clipboard; if you use the
Cut command, however, you wipe out the Redo list, and nothing will bring it back.

PASTE ALL AND THE OFFICE CLIPBOARD
Why is the Paste All button on the Office Clipboard grayed out?

When you click the Paste All button, the effect is the same as if you were to paste each item
individually, pressing Enter (if necessary) between items. In some cases, the data types are
incompatible with the current location of the insertion point. For example, if you’ve clicked
in a cell within an Excel worksheet, you cannot paste a collection that contains a mix of text
and graphics items. In that case, Office disables the Paste All button. Delete the incompati-
ble data types from the Clipboard task pane, or paste the items one at a time.

BROKEN LINKS TO IMAGE FILES
There are placebolder icons in my document instead of the pictures that should be visible there.

Those placeholder icons represent broken links to image files. Ask the network administra-
tor to check the permission on the shared drive or folder. If it’s necessary to move the linked
files, you might need to recreate the links.

SECRETS OF THE OFFICE MASTERS: WORKING WITH
SPEECH RECOGNITION IN WINDOWS VISTA

Some may say that a serious Office user doesn’t need to use speech recognition, but that
would exclude so many persons who cannot use the keyboard for any number of reasons
from being part of our “Office Master” club. Instead, let’s appreciate that the technology
exists for more to take advantage of the tools we have at our fingertips (or, our voices).
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NOTE

If you are working with XP and want speech recognition, you have to install it. There is
no default Speech Recognition Engine (SRE) in XP. However, there are several ways to
obtain this. One is by installing it with an older version of Office (2002/2003) that will

include the Engine. You could purchase the Plus! Pack from Microsoft, too.

A Speech Recognition Engine (SRE) is included by default in Windows Vista. You can con-
figure it for accepting commands (so you can work with the operating system itself) and dic-
tation (for creating documents). To manage your speech setting, go into your Control Panel
and open your Ease of Access settings and then choose Speech Recognition Options. You

see a group of settings to choose from, shown in Figure 4.15.

Figure 4.15
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From here you can configure your Microphone settings, turn on the speech capabilities,
take a tutorial, and so on. The engine isn’t perfect yet. It does make mistakes, but with a
little practice you will be creating incredible documents without even lifting a finger.

To find out more information about speech recognition in Windows Vista, you can
visit the Online Community at www.microsoft.com/windowsvista/features/foreveryone/

speech.mspx.


www.microsoft.com/windowsvista/features/foreveryone/speech.mspx
www.microsoft.com/windowsvista/features/foreveryone/speech.mspx
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GRAPHICAL IMPROVEMENTS IN OFFICE 2007

Oftfice experts do not live by words alone. Photographs, charts, diagrams, and even whimsi-
cal illustrations do wonders to make printed documents more readable, web pages more
accessible, workbooks more lively, and presentations more engaging. Office 2007 includes all
the drawing tools you’ve used in previous versions, plus a few newcomers (like the Microsoft
Office Picture Manager) expressly aimed at making digital photos easier to use. New chart-
ing and diagramming features include three-dimensional shapes, transparency, drop shad-
ows, and other effects.

In this chapter, you’ll find a thorough explanation of the often-confusing Drawing tools used
throughout Office. If you’re not sure of the difference between an AutoShape and a Clip Art
object, or if you can’t tell the difference between a drawing canvas and a drawing object, you
should read this chapter closely.

In this version of Office, Microsoft has also greatly improved the tools and techniques for
working with clip art, including some impressive integration with the Office Online website.
For this edition, we’ve expanded our explanation of how to use these cool (and often under-
rated) tools.

So, let’s get started.

UsSING OFFICE DRAWING TOOLS

Every version of Office 2007 includes an assortment of applications designed to help you
create, insert, edit, and manage graphics (for example, the Microsoft Office Picture Manager
comes as a separate tool with your Office applications). But some surprisingly powerful
graphics tools are built directly into Office, and you can access them directly in Word,
Outlook, Excel, Publisher, and PowerPoint. With a few clicks, you can insert a prebuilt dia-
gram, chosen from seven main categories, each with many options. With the help of the
Insert ribbon with its Illustrations grouping and Text grouping (the Objects toolbar in
Publisher), you can add geometric shapes, lines, arrows, and text boxes to a document, work-
sheet, or presentation, and then add colors, shadows, and backgrounds to create images with
impact. These aren’t simple one-dimensional shapes, either—you can stretch, layer, and
combine Office Shapes to create complex flowcharts and diagrams.

If you're a graphics professional, you’ll quickly outgrow the basic capabilities of the Office
Drawing tools. But for most business purposes, they’re a welcome way to avoid the typical
dull gray report or presentation.

One important note to keep in mind is that the graphical features (such as SmartArt)
have limited capabilities when working in Compatibility Mode. You may recall that this
mode allows you to work with documents that are from earlier versions of Office or that
will be used by earlier versions. You lose some of the functionality by not using Office
2007’s default file format.
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WORKING WITH THE DRAWING LAYER

Before you can even hope to harness the power of Office’s Drawing tools, you need to come
to terms with a fundamental concept: Word, Excel, and PowerPoint documents, as well as
formatted (HTML) Outlook email messages, are layered.

When we use the term document in this chapter, we're referring to any Office data file
that includes a drawing layer, including formatted (HTML) Outlook email messages,
Word documents, Excel worksheets, and PowerPoint presentations. Access also has draw-
ing tools, but they are integrated into its object creation mechanism in a different way.
We don't cover Access drawing tools in this chapter.

It’s tempting but misleading to think of an Office document as two-dimensional and directly
analogous to a piece of paper or a computer screen. Actually, that finished product is only a
snapshot of the real document, which consists of multiple layered drawings in addition to
the main layer of the document itself. By changing the order, grouping, and arrangement of
these drawings and the main layer, you can dramatically change a document’s appearance.

The main layer is called the rext layer. The graphic material is in a drawing layer, which
exists independently of—but can interact with—material in the text layer. Technically, just
one drawing layer is present; however, because you can position each object within the
drawing layer independently, from front to back—and the text layer can be set at any
depth—it’s more useful to think of each object as a layer unto itself.

Think of the layered transparencies that you probably saw in your high school biology book.
As you peel back each layer, a dissected frog appears, with each layer revealing some addi-
tional aspect of the frog’s anatomy. The drawing layer works like that: Objects in the drawing
layer are arranged from top to bottom (called the Z order), as if each drawing were on its own
sheet, and each drawing can be moved independently toward the top or sent toward the back.

When you begin working with the drawing layer, it helps to visualize a complex document
as consisting of many transparencies, each with its own data and properties:

m Because each layer, including the text layer, is transparent, you can see the contents of
any one layer through all other layers.

m Although the text layer is normally at the bottom of the stack, with individual drawing
objects in front of it, you can also position a drawing object behind the text layer.

m The contents of the text layer can be wrapped around a drawing layer.

B You can reorder and reposition virtually every object in the drawing layer; you can also
group drawing items together and treat them as a single object, and then ungroup them
to work on each individually.

The various capabilities for manipulating data in Office—everything from search-and-
replace to master formatting functions—apply only to the text layer. The information in
drawing layers will not appear in your table of contents, nor will the appearance of the
drawing layers change if you alter the formatting of your document.
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You generally work with the Drawing layer through the Drawing tools contextual Format
ribbon, which appears only affer you have a graphical element to work with (either a picture
or shape). To see an example of this ribbon in action, consider Figure 5.1, which appeared
after we inserted a Shape from the Illustrations grouping on the Insert ribbon.
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WORKING WITH A DRAWING CANVAS

Frequently you want to treat several drawings as a group so they can be moved or resized
together, or so you can be sure that they will always appear on the same page together.
That’s the reason for the drawing canvas, which acts as a frame that forms a boundary
between drawing objects and helps hold them together. The drawing canvas appears explic-
itly only in Word, although you’ll see vestiges of its design when you use drawing objects
throughout the other Office applications.

By default, the drawing canvas is turned off, but you can insert a drawing canvas by doing
one of two things:

B You can enable this behavior by going into your Options, and on the Advanced settings
dialog, under the Edit settings, select the box that says “Automatically Create Drawing
Canvas When Inserting AutoShapes”.

m Or you can select Shapes off the Illustrations grouping from the Insert ribbon and select
the New Drawing Canvas option.

Continuing the analogy we used in the preceding section, you can think of the drawing
canvas as a transparent sheet that can be cut to almost any size (as long as it is rectangular).
You can then position any number of drawing objects on this canvas. You can move and
resize individual objects, but when you select the drawing canvas, it handles all the objects
as a single unit. (You can have more than one drawing canvas in a Word document.)

TIP FROM

What exactly is the purpose of the drawing canvas? Office Masters have worked for hun-

dreds of years (well, let's say 20 years and fewer) and never needed this canvas. Why do
é@(‘- /dé we need it now? The basic answer is: you don't. Usually. However, if you are going to

make your own organization chart and have situations that require multiple shapes
working with each other and you want a nice way to establish a working layer within the
document-then the drawing canvas is a huge help.
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The corners and edges of a drawing canvas are characterized by a distinctive outline (see
Figure 5.2). When you click and drag any edge or corner of a drawing canvas, you change the
size of the canvas, but the size and position of each drawing on that canvas remains unchanged.
When the document is printed, all the drawings in the canvas appear on one page.
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After a drawing canvas is selected, if you insert a drawing object (a picture or AutoShape,
for example) into your document, the drawing is placed inside the canvas, where you can
move and resize it along with the other objects on that canvas. To remove the drawing from
the canvas, click it and drag it to any spot outside the borders of the canvas.

In times past, the drawing canvas received its own toolbar when you selected it. But now,
the canvas is treated as if it is a picture, and so all the same tools exist for having text move
around it or scaling the canvas, placing the canvas somewhere specific on the page. It’s all
part of the same Format ribbon that appears when you select either a specific shape or the
canvas itself.

"To apply formatting to the drawing canvas (outline, background color, and so on), right-
click the border of the canvas and choose Format Drawing Canvas. The dialog options that
appear help you to add fills, outlines, decide text placement, and so on.

WORKING WITH SHAPES

On the Insert ribbon, under the Illustrations grouping, is a button called Shapes. When you
select this option, you see all the different preconfigured shapes you can call up immediately
to insert into your documents. For simple shapes, there are sections called Lines, Basic
Shapes, and Block Arrows (as you can see in Figure 5.3). Use the Line, Arrow, Rectangle,
and Oval buttons from the Shapes tool to draw simple geometric shapes.
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Shapes come in really handy in your documentation, especially when you want certain mate-
rial to stand out. You can use arrows in your documents to indicate special focus points. In
PowerPoint presentations, you can use these shapes to point out information for viewers. In
addition, you can combine these simple shapes to form more complex shapes or organization
charts to illustrate your thoughts more dynamically.
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TIP FROM
For many shapes, holding down the Shift key while you drag makes the shape symmetri-

cal. For example, Shift+drag with the rectangle shape to produce a square; use the same
éQ(f - /dé technique with the oval shape to draw a perfect circle.

If you routinely create complex shapes that aren’t represented on the Shapes selection drop-

down list, you can save these shapes as a Quick Part. To save your complex shape, first create
it just the way you want it to be. Then select the shapes (or canvas), and then from the Insert
ribbon, choose Quick Parts from the Text grouping. Then choose Save Selection to a Quick
Parts Gallery and fill out the options shown in Figure 5.4.

One of the easiest ways to add professional-quality graphics to a document is through the
use of AutoShapes, geometric shapes that form the basis for graphics and charts routinely
used in business reports.
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NOTE
Quick Parts will be discussed at a later time in Chapter 13, “Building a Better Word

Document,” along with the Building Blocks Organizer in Chapter 14, “Using Themes,
Styles, and Templates.”

COMPLEX SHAPES

In addition to rectangles, ovals, and other basic shapes, the library of AutoShapes covers
most of the important bases in diagramming: flowchart symbols, generic geometric shapes,
and display arrows. You can also add callouts, balloon-shaped drawing objects typically used
to provide information on specific items in a document; for example, you might add a call-
out to a sales table or chart to show the spike in sales when a new product was introduced.
PowerPoint goes even further, providing Action Buttons—not unlike controls on a form—
that can be set to execute commands or macros when clicked.

TIP FROM
As we mentioned earlier, if you have a set of related shapes that work together, such as

an organization chart, place them into a single drawing canvas so that you can move or
éQ((": /dﬁ resize all of them simultaneously.

If you're creating a diagram that includes several instances of the same shape, a useful
approach is to create one example of the graphic item you need, and then copy that
AutoShape to the Clipboard and paste it in position as needed.
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Instead of having to eyeball a shape, you can set specific dimensions for it. The best
approach is to start by drawing in the rough dimensions of your shape with the mouse,
ﬁ(’- /dﬁ right-click the shape, choose Format AutoShape, and click the Size tab. Options in this

dialog box enable you to specify a precise size for the shape.

USING LINES AND ARROWS

After you have your basic shapes down, you’ll frequently want lines, dashed lines, and arrows
to connect them all and illustrate the relationships in your charts.

Excel and PowerPoint provide true charting connectors—lines that stay connected to preset
positions on shapes—for every shape in a document. As you move the shapes, the connectors
move with them without requiring you to manually redraw them. Word and Outlook have
connectors, too, as long as all the connected shapes sit in the same drawing canvas.

"To create a connector, do the following:

1. Draw the shapes you want to connect. In Word or Outlook, make sure all the shapes are
in the same drawing canvas.

2. From the Shapes options, look in the Lines section for a Connector. To know if one of
the options is a connector, hover your mouse over a selection and it will tell you if it is
an arrow or a connector. Pick the type of connector you want to use—straight, elbow,
or curved, with or without arrows.

3. Move the mouse pointer over one of the shapes you want to connect. The pointer turns
into a square with four radiating lines and the predefined connection points for the
shape appear as colored dots on the perimeter of the shape. Click the starting point for
your connector.

4. Repeat the previous step at the desired connector point on the shape where you want
the connector to end.

"To change a connection point, click the connector, and then click and drag one of the red
connection boxes at the beginning or end of the connector. Move it over the shape until you
see the colored dots that indicate automatic connection points, and then pick one of those
points to snap the connector into position.

If you've moved an AutoShape so that its connectors are on the incorrect side of the

M shape, let Office make a more logical connection for you; right-click the connector and
é@ﬁ ﬁ choose Reroute Connector. (This option is available only when Office determines that

your connections are incorrect.)

In addition to the connector capability, Excel and PowerPoint also include snap and grid set-
tings—crucial tools for placing lines and other shapes. Word offers similar capabilities,
although they are implemented differently.

When you use the drawing layer, you can take advantage of a hidden layout grid. By default,
drawing objects align to this grid. Although it’s usually a helpful shortcut, this Snap to Grid
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feature can be a problem when you’re drawing a line manually. Because the edges of shapes
are tied to grid positions, they might not line up visually with other shapes that are arranged
in slightly different positions on the grid. The fix is to snap objects to other objects (in Excel, it’s
called Snap to Shape) so, for example, the end point of a line connecting two shapes ends up
at a reasonable point on each shape.

Word, Excel, and PowerPoint all have some form of the Snap options, with Excel’s being the
easiest to configure. And all three applications have these settings on the Format ribbon. If
you look for the Alignment down arrow under the Arrange grouping, you will see different
options for different applications (shown in Figure 5.5).
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Notice that in Excel, you have only two options, Snap to Shape and Snap to Grid, which
you can toggle by selecting the option.

PowerPoint and Word have more options for working with the grid and making the objects
line up.

NOTE
Don't be confused by the terminology. In this case, a “shape” in Excel is identical to an

“object” in Word and PowerPoint.

It’s possible to move one or more objects in very fine increments without completely dis-
abling the grid. Hold down the Alt key as you drag the object, and it moves freely rather
than following the grid. You can also use the keyboard to move objects. Normally, when you
select one or more objects and press any arrow key, the selection moves to the next point on
the grid. If you make a selection and then hold down the Ctrl key while pressing any arrow,
the selection moves in much finer increments.
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If the grid isn't enabled, you can turn it on by clicking the View Ribbon, then selecting the
Show/Hide grouping.

CHANGING BACKGROUND COLORS AND LINE FORMATS

Using the Office Drawing tools, you can draw shapes and lines galore, but they won’t look
right unless you can make them blend in with your document.

AutoShape backgrounds can have their own colors. (A background color is called a “fill”
color.) By default, the fill color is white—rarely a good choice because it obscures everything
underneath the AutoShape.

Color backgrounds can come in handy if you’re working with a color medium—color
printer, onscreen documents, or web pages. But the same technology that makes background
color inviting can also jump up and bite you. Unless you choose high-contrast color combi-
nations to differentiate text from background, your message can be lost completely.
Remember that PC monitors in particular are notorious for not reproducing colors accu-
rately. A carefully crafted color scheme on one monitor can morph into an illegible splotch
on another.

In addition to the fill color, all AutoShapes have borders around the outer edge. You can
adjust the border width, style (dashed lines, for example), color, and size. In many cases, the
border is superfluous and detracts from the appearance of your document; don’t hesitate to
get rid of it.

"To edit an AutoShape or line, follow these steps:

1. Select one or more of the shapes or lines in the drawing layer.

2. Right-click and choose Format AutoShape. In the Format AutoShape dialog box, click
the Colors and Lines tab (see Figure 5.6).

3. Adjust the fill color, lines, and arrows per the dialog box. If you want to be able to see
through the shape, make sure you change the Color setting to No Fill, or adjust the
Transparency slider to a value greater than 0%. The higher the value set here, the
clearer the object underneath it will appear. At 70% Transparency, for example, black
text beneath a drawing will appear as fuzzy gray but quite readable.

Another way to make quick formatting changes to your Shapes is by using the Format
ribbon while working with your shape. From the Shape Style grouping, you can choose
from a gallery of options for your shape. You can quickly change fill colors and border
colors and types.



Figure 5.6
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TIP FROM
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After you adjust formatting settings—fill color, line size, arrow types, and so on—you can
configure Office to use those settings for all new shapes in the current document. Right-
click the object and choose Set AutoShape Defaults.

ADDING SHADOWS, ROTATION, AND 3D EFFECTS

3D effects rarely add to, and frequently detract from, the effectiveness of a document.
Before you consider using a 3D effect, ask yourself—repeatedly—whether the inherently 2D
medium you’re working with will be able to properly convey that third dimension. The
answer is usually no. However, in PowerPoint, you might like to add 3D effects to make cer-

tain items stand out.

Shadows, on the other hand, if applied consistently and with attention to detail, can add

depth to a document without detracting from the main story.

To apply Shadow or 3D effects, follow these steps:

1. Click once on the shape you want to modify, or Ctrl+click to select several.

2. On the Format ribbon, you can use the Shadow Effects grouping to work on shadows
and the 3D Effects grouping for 3D options.

3. A drop-down menu of effects opens up. Click the effect you want, and Office trans-
forms the selected shapes.

In addition to the choice of effects, each menu also includes a Settings button for fine-
tuning the effects. For example, you can change the depth and “lighting” of a 3D object, or
the extent and placement of the shadow. One of the greatest features of Office 2007 is your
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ability to see these changes in Live Previews so that all you have to do is hover your mouse
over the preview and it automatically shows what will happen to your shape if you choose
that particular one.

TIP FROM
A few effects go a long way. A business chart is not abstract art; if you use a red 3D

éQ M rectangle for one particular item, then similar items also should be red 3D rectangles.
((" é

Rotating your shapes is something you can do manually, by selecting the green circle usually
located beyond the top of your shape if you select it, and then moving your mouse so that
the shape rotates visually (as shown in Figure 5.7). Or you can right-click your shape and
choose Format AutoShape. On the Size tab in the Format AutoShape dialog box, you can
choose the degree of rotation you want for your shape.
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ADDING TEXT TO A DRAWING

In some drawings, you will want to put text inside your AutoShapes—to identify the steps in
a flowchart, for example, or the decision points in a decision matrix. All the AutoShapes
(except lines) can be converted to text boxes, if you know the trick.

"To add text to a shape, right-click the shape and choose Add Text. You could also add a text
box that is separate from your drawing. You do this from the Insert ribbon; under the Text

grouping, select Text box and the Draw Text Box. The text you enter can be formatted just
like any text in your document.

One particularly effective way to draw your attention to specific locations in a picture is to
use callouts. (In this book, for example, we sometimes use callouts to identify screen ele-
ments in figures.) In Office parlance, a callout is a text box with a line attached to it. You can
move, resize, and format the text box, line, and connector independently. Several of the
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built-in Office callouts look like dialog balloons, similar to those you see in a comic strip.
Here’s how to use them:

1. On the Insert ribbon, you can select the Shapes option from the Illustrations grouping.
You will see the Callout options toward the bottom of your choices. Choose the callout
type you want. For illustrative purposes, let’s choose the Cloud Callout choice.

2. Click in the drawing layer where you want the callout to originate from, and then drag
to form the rest of the callout.

3. Immediately begin typing; the text you type appears in the callout.

4. Right-click the callout and set its formatting. In the example in Figure 5.8, we set the
balloon to have a light yellow fill, retained the border line, and then adjusted the size of

the balloon.
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TIP FROM

£Oeuly

Don't worry about getting the text or formatting in a callout perfect the first time. To
change text in a callout, click once in the callout text, and then add, delete, or edit the
text. To change formatting in a callout, select the text, right-click, and choose an option
from the shortcut menu.

ALIGNING AND GROUPING GRAPHIC ELEMENTS

Depending on the naked eye to center shapes in a drawing isn’t always reliable. Office has
built-in drawing tools with the capability to bring symmetry out of chaos. When a/igning
objects, the key is to do it one step at a time, carefully planning out what you need to do to
redistribute or align them, and in which order.

If you have four objects on the drawing layer above an Excel worksheet and you want to
organize them as shown in Figure 5.9, follow these steps:
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1. Select all the shapes by holding down the Shift key as you click each one.

2. 'To evenly space the shapes, from the Format ribbon select the Align options, also shown
in Figure 5.9. You can choose the Distribute Horizontally options to establish even
spacing.

3. To line up the shapes, from the Align tools you can choose from a number of different
options, aligning your shapes to the top or middle, and so on, whichever seems best for
your particular circumstance.

After you have properly formatted, connected, aligned, and distributed all your AutoShapes,
you can take one more step to group them all into a single graphical object. This step is cru-
cial; it enables you to preserve the relationships between objects and it helps prevent the
chance that you’ll accidentally move or resize a shape.

Select all the elements you want to group, and then choose the Group option off the Format
ribbon, under the Arrange grouping. Keep in mind that with Word or Outlook shapes, you
won’t need to group them if they are already in a drawing canvas together. But Excel and
PowerPoint do not have drawing canvases.

TIP FROM
When you're creating complex drawings that consist of several AutoShapes, it's easy to

leave one out accidentally. After selecting multiple items for grouping, it's always a good
ﬁ(‘- /dé practice to drag the collection left and right just a little; you can see whether any odd

pieces are hiding behind other shapes. If you missed one, press Ctrl+Z to undo the
move, and regroup.
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The individual elements in a group can be edited independently. If you find you need to
make a revision, you can select your group and then select your shapes directly and make
changes. Or you might decide to ungroup, make your edits, and then regroup. To ungroup a
composite graphic, select the graphic, and then go back to the grouping options on the
Format ribbon and choose Ungroup.

We have been discussing all these options with the idea that you'll be using the ribbon to
group your shapes. But if you right-click your selected shape (or shapes), you can group
or ungroup from here. You can also determine the stacking options, which we discuss
next.

WRAPPING, LAYOUT, AND STACKING OPTIONS

Graphics don’t always appear where you want them—at least not without a bit of persuad-
ing. When you insert a complex graphic into a Word document, for instance, the graphic

shoves the text in your report out of the way. In this case, you may prefer to wrap the text

around a drawing object.

The solution? Use layout options (which are available only in Word) to adjust the place-
ment of graphics relative to the text layer. Right-click the graphic object (or the drawing
canvas, if all your drawing objects are enclosed in a drawing canvas) and choose the Format
option (Format AutoShape or Format Drawing Canvas, for instance). In the Format dialog
box, choose the Layout tab.

m To lay out your graphic so that it appears as a background to the document, choose
Behind Text or In Front of Text. When using this option, use only very light-colored
graphic objects; otherwise, the graphic will overwhelm the text on the page and make it
unreadable.

m Use the standard Square method to wrap text around the rectangular borders of the
graphic. This option is most appropriate when the graphic has a defined border.

m Use Tight wrapping if the graphic object or drawing layer does not have a border. With
this option selected, Word ignores the empty spaces of the graphic and wraps the text
snugly up to the drawing elements themselves.

In addition to using the right-click Format properties, you can use the Text Wrapping
selection from the Arrange grouping on the Format ribbon to accomplish the same thing.
In addition, there is a Position option, shown in Figure 5.10, that allows you to determine
where you want your image or shape, and you can establish advanced settings by select-
ing this option and choosing More Layout Options.
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In Word, Excel, and PowerPoint, you can also change the order of objects so that one is in
front of another. By default, when you create or position a graphic object so that it overlaps
another graphic object (including a drawing canvas), the new element appears on top of the
old one. To change the front-to-back ordering, right-click the graphic element or drawing
canvas you want to move, and choose Order. At that point, you can

m Float the graphic all the way to the top (Word calls it Bring to Front) or sink it all the
way to the bottom (Send to Back).

m Bring the graphic up one level (Bring Forward) or push it down one level (Send
Backward).

m Move the graphic so it’s on top of the text layer (Bring in Front of Text), or place it
behind the text layer (Send Behind Text). These options are not available in Excel or
PowerPoint.

When should you use each wrapping option? The simplest rule is this: If you want to turn a
single graphic into a background or an overlay for a Word document, use the Layout tab. If
you have multiple graphic elements or drawing canvases you want to arrange in the docu-
ment, go with the Order tools.

TIP FROM

Adjusting the order also enables you to create sophisticated effects interweaving the text
and graphics. For example, you can use Word’s Bring in Front of Text layout option to
éQ(@ M place a group graphic on top of the text, and then ungroup and move some elements of
it under the text.
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CREATING AND USING SMARTART GRAPHICS

First off, what is SmartArt? What is so smart about it? Well, the feature is not named after
any intuitive ability hidden within, it’s named after the fact that SmartArt options are on the
higher scale of shape usage. You use SmartArt to create diagrams, organization charts, flow
charts, and other things of this nature.

There are two versions of SmartArt choices in Office 2007. One set is for Compatibility
Mode documents. In Compatibility Mode, Office shows the older SmartArt possibilities,
rather than the new, sleek design for 2007. However, if you want to see what SmartArt can
do, you will insert it in a document using the new file format.

SmartArt really enhances your presentations. With the formatting possibilities combined
with the variety of colors, shadows, bevels, glows, and so on, you can literally spend days
playing around with all your SmartArt Options.

CHOOSING A SMARTART LAYOUT

On the Insert ribbon, under the Illustrations grouping, select the SmartArt option. You will
be presented with the Choose a SmartArt Graphic dialog box. From here you have seven
types of layouts to choose from, with a host of options within those layouts (as shown in

Figure 5.11).
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After you have inserted the SmartArt choice, you will receive a new contextual ribbon under
SmartArt tools called Design, shown in Figure 5.12.

The Design tools allow you to manipulate your SmartArt in many ways, including changing
the layout, the colors, and the dimensional look of the SmartArt diagram. The features are
numerous.
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ENTERING AND EDITING TEXT

Text can be entered in different ways. The simplest way is to click directly into your
SmartArt and begin typing. However, you can also select the Text pane option (shown in
Figure 5.13) off the Create Graphic grouping for the Design ribbon and this will offer you a
separate box for adding your text. This is especially helpful for bulleted list diagrams.
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ADDING GRAPHICS AND PICTURES

SmartArt is designed to allow for more than shapes with cool formatting applied to make
informational points. An image is worth a thousand words sometimes, so images play a large
role in some of your SmartArt choices.

Some SmartArt options are predesigned to accommodate inserted shapes and pictures. If
you choose to edit these objects, you can go into the Format properties for any shape and
then change the Fill settings, as shown in Figure 5.14.

Figure 5.14 _C}B b9-w ) Presentation - Microsoft PowerPoint St Tosk: M _ @ x
sions fOI’ addln_g ;j 2 RighttoLen | :--. EE= EE m o Hu :ij
graphics and pictures Seupe o+ | [ Tebane] e g
directly into the dia- Gansn e e Ees
gram and preselected
locations.
.'\\'PG\"W'MM x

* [Text]

::m

* [Tost]

Line Style O o
Shadow O Grodet @

5 Bonre or textue 8

. Tere: [

Pere Insert from:

i e ] (eea ]

] The pcture g teare

Contmmous Picture List
e b b o of nterconnected
irdformation. The drculer shepes are designed

0 o picte.
Ly mare about Senar tact cracics

| Sdeaorz  comoume | fnglieh 5]

NOTE
SmartArt is contained within its own canvas. If you add a graphic or picture outside the
structure of that canvas, although it will show up in your documents or presentations,
keep in mind that it is not considered part of the SmartArt diagram itself. If you choose
to save the diagram as a picture (by right-clicking and choosing the Save As Picture
option), your graphic outside the canvas will not be included.

CHANGING A LAYOUT

You can alter the layout of your SmartArt anytime. Maybe you want to try a different type
of the same diagram, or perhaps you want to go for something completely new.

To accomplish this, you can right-click the diagram and choose Change Layout from the
menu options. Or you can select the Design tab, and from the Layouts grouping, you can
select one from the gallery provided or choose More Layouts and go back to the original
dialog box that presents all the options for you to choose from.

Keep in mind that when you change a layout, your text may carry over, but it may not be
where you think it should be. You will have to readjust it to your liking. And graphics that
you purposely added to your SmartArt won’t survive the move to a new format.
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CHANGING COLORS AND STYLES

Office 2007 makes these changes easily within your SmartArt. If you want to change the
color scheme or the style of your diagram, you can do this from the Design tab. You have
many options to choose from, starting with galleries of choices that you can view in Live
Preview style by hovering your mouse over the selections. Notice these capabilities in

Figure 5.15.
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In addition to the gallery options, you can literally control the appearance of each and every
shape within your SmartArt canvas, and the canvas itself. If you right-click and choose the
Format options, you will be given the opportunity to alter the following: Fill, Line Color,
Line Style, Shadow, 3D Format, 3D Rotation, Picture, and Text Box. Each one of these set-
tings comes with a variety of options to choose from and configure.

NOTE
Keep in mind that having the capability to do something in SmartArt doesn’t mean you

should. The goal of these tools is to make your documents more impressive, not more clut-
tered. One of the other great things about SmartArt is the capability to use SmartArt graph-
ics from one Office application to another. With the use of Themes, SmartArt that is pulled
into your document from, for instance, a PowerPoint presentation, will automatically inherit
the Theme you have applied to your Word document (if you have one applied).
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ARRANGING AND FORMATTING TEXT

You can format text from within the Text pane. Although it will not show any of the format-
ting within the pane, you will be able to see the results within the SmartArt graphic. You
can also select the graphic directly and arrange and format your text any way you would
like, just as if it were text in a text box.

Sometimes you may like the visual effect of SmartArt so much that you would like to
export that graphic and use it in other things. In the past you might have thought to do a

é@(’- M screenshot of your image and then crop away what you don't need to get your image.
That works, but you might want to try a different approach. You can save your document

as a web page (*.html or *.htm format) and Word will save your image as a GIF file in
a specific folder for your web page that can now be used in other documents.

CREATING AND EDITING CHARTS

Everyone knows that a good number of the charts that we create in Excel end up in a Word
document or PowerPoint presentation. We copy and use the Paste Special as a picture to
get that chart into our documents. If we are really hard pressed, we use the Microsoft Graph
tools that are provided. Well, not anymore. The new idea is “true” interoperability among
your Office applications, and Chart options are included.

Again, your functionality will be limited in Compatibility Mode. You will only be able to
insert Charts that are backward compatible with older versions of Office because you will
using Microsoft Graph tools. But if you insert a Chart in Word 2007 compatible docu-
ments, you should have more options. We say “should have” because it depends on whether
you have Excel installed. Without Excel, you will still have to use Microsoft Graph tools.

Here is the way it works. Now when you insert a Chart (in Full Functionality Mode), Excel
and Word (or Excel and PowerPoint) tile side by side with each other. The chart is in your
Word document and your data is in your Excel spreadsheet.

Anytime you need to edit your data, you can do this by going to your Design ribbon (that
comes up contextually because of the chart you’ve inserted) to the Data grouping and
choose Edit Data, as shown in Figure 5.16.

After you have your chart data the way you like, it’s time to format it. There are three con-
textual ribbons that show up: Design, Layout, and Format. These ribbons will help you to
completely control the look of your chart so that it will fit perfectly within the style of your
document. However, if you’ve chosen a document theme, your chart should automatically
adapt to the theme you’ve chosen.
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VIEWING, EDITING, AND MANAGING PICTURES

Clip art has its place, especially in presentations and informal documents. But professional-
quality corporate reports typically require graphics such as photographs or image files pro-
duced by professional graphic artists.

Office can read any graphics file format for which it has “filters,” the software that converts
the graphic format into data usable inside the Office application. Windows 2000 and
Windows XP include support for the Windows Bitmap (*.bmp), Windows Metafile (*.wnf),
and Tagged Image File Format (*.tif, *.tiff) formats. A default installation of Office 2007
adds filters for the following widely used formats:

Encapsulated PostScript (*. eps)

WordPerfect Graphics (*.wpg)

Portable Network Graphics (*.png)

Macintosh Graphics (*.pict)

Graphics Interchange Format (*.gif)

Joint Photographics Expert Group (*. ipg, *. ipeg)

Computer Graphics Metafile (*.cgm)

Corel DRAW (*.cdr)

Kodak PhotoCD (*.pcd)

Filters for the last three formats in the preceding list are available for use by Office pro-
grams but are not actually installed until first use.
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To add graphic files to Office documents, go to your Insert ribbon and choose Picture from
the Illustrations grouping. Browse to the folder that contains the picture, select the file-
name, and click Insert.

By default, Office programs insert a copy of the selected picture directly into the docu-

ment as an inline object. You can change this default setting so that pictures are auto-
é@(’- /dﬁ matically inserted as floating objects. To do so, go into your Option settings and choose

the Advanced settings. Look for the Cut, Copy, and Paste options for a setting that says
Insert/Paste Pictures As and then change it from Inline with Text to some other setting
from the selection list.

ADDING PICTURES TO OFFICE DOCUMENTS

To insert the image is simple to start with. You use the Insert ribbon, select Picture from the
Illustrations grouping, and choose the picture you want to insert. When you go to insert the
picture, however, you’ll see an arrow next to your Insert button. If you select the arrow, you
receive the following options to choose from:

m Insert—This choice embeds the picture, physically placing it in the document. If you
aren’t overly worried about file sizes, if you don’t need any history telling you where the
picture came from, and if you don’t care whether the picture gets updated, this is your
best choice.

m Link to File—This choice puts a pointer to the picture in the document. The picture
itself is not stored in the document. Instead, it’s brought in as needed to display on the
screen or print on the printer. If there’s a chance the picture will be changed, and your
document 7zust reflect those changes, this is your only option.

m Insert and Link— It puts a copy of the picture in the document, but maintains a link as
well. When the picture is needed, Office first looks for the linked file. If the picture file
is unavailable, it reverts to the copy stored in the document. This option is especially
useful for documents stored on portable computers, because it ensures that graphics will
be available when you are away from the office and your network, while still allowing
the option to update the image when you reconnect to the network.

Office frequently uses fully qualified filenames as the links, which can cause problems if you
move either the picture file or the document. If you link the picture %userprofiless\My
Documents\My Pictures\Corplogo.jpg in a document and then send the document to a co-
worker as an attachment, the picture must be located in the same folder hierarchy or Office
won't be able to find it and will substitute a meaningless placeholder.

When should you embed graphics and when should you link? Follow these guidelines:
m If you repeatedly use the same graphic—for example, a letterhead logo—link to it and
make sure it doesn’t move. Otherwise, your document archive will explode in size.

m In a networked environment, linking works if the graphic is in a shared network folder
that’s accessible to all persons who use the document. If you don’t have ready access to
the shared folder, insert the graphic.
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m If you plan to distribute documents externally, you must insert the graphics, unless all
the files reside in the same folder as the document, or the recipients are savvy enough to
replicate the folder structure on the machine where the document was first created.

& If you discover broken image links in your document, see “Fixing Broken Image Links” in the

“Troubleshooting” section at the end of this chapter.

>

RESIZING AND CROPPING PICTURES

When you insert a picture into a document, it appears full size. If the picture file is six
inches wide, that’s what you’ll see in your document. More often than not, you’ll need to
make some adjustments to fit the picture to the document. You can ¢rop the picture—that is,
cut away portions of the image to show only the parts you want to see in your document. Or
you can 7esize the picture, leaving the image intact but changing its height and width (and
thus the number of pixels it occupies). You can also combine the two operations, cropping to
the correct proportions and resizing to fit the page. (Although you can expand a small image
to fit a larger space, the more typical task in Office documents is to shrink large digital
images to a manageable file size.)

You have two choices:

m Make a copy of your original picture and then crop or resize it using the Microsoft
Office Picture Manager, which comes with Office 2007 and is installed in your Office
Tools. If you use the photo editor to adjust the image to the exact size and shape you
need, you can import it into your document without requiring any additional work.

m If you want your original picture to remain the same, or if you’re still designing your
document and you think you may want to do additional cropping or resizing, use the
built-in Office tools.

To crop an image within an Office document, first select the image, then choose Crop from
the Format ribbon off the Size grouping. The mouse pointer changes to match the icon on
the Crop button. To begin cutting away portions of the picture, point to any of the eight
cropping points, one on each corner of the image and one in the center of each side; then
click and drag toward the center of the image. Hold down the Ctrl key and drag the handles
in the center of any side to crop identical amounts from the top and bottom or left and
right. To maintain the same aspect ratio and crop equal amounts from all sizes, hold down the
Ctrl key and drag any of the corner handles in.

In Word, you can avoid some sizing hassles by drawing a text box where you want to
place the graphic and then inserting the graphic into the text box. The graphic is resized
ﬁ(’- /d&i, automatically. If the picture is already in the document, click it once, and then click the

Text Box button on the Drawing toolbar to surround the image with a box.

If you make a mistake while cropping, click the Reset Picture button from the Size dialog
box that appears when you select the widget next to Size on the Format ribbon.
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Buttons on the Format ribbon, under the Adjust grouping, also allow you to make a few
adjustments in picture quality: contrast, brightness, color, and the like. Again, any changes
you make here affect only the picture in the document, not the original source file.

EDITING IMAGE FILES

If you want to start a raging debate, gather a bunch of graphics professionals in one place
and ask them to name their favorite image-editing program. Then duck. Web designers and
desktop publishers are typically passionate about their editing tools, and you’ll probably get
an earful.

The Office Picture Manager utility can’t compete with professional-strength editing pack-
ages. In fact, its collection of features matches those found in many freeware and shareware
image-management programs. If you’re already experienced with one of these tools, you
should at least look at Picture Manager and decide whether you want to make the switch.

To use Picture Manager’s editing tools, while you are in Picture Manager, first select one
or more images, and then click the Edit Pictures button to open the task pane shown in

Figure 5.17.
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The AutoCorrect button adjusts brightness, contrast, and color automatically. For images
that appear washed out or dull, you should always try this option first (if the results are
unsatisfactory, press Ctrl+Z to undo the changes and start over). Use any of the following
editing tools to alter specific parts of an image:

m Brightness and Contrast—Use this feature to correct pictures that appear too light or
too dark. Try the Auto Brightness button first; then adjust manually.
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m Color—Click to adjust the hue and saturation of the image. This option is useful for
“punching up” dull pictures or fixing images where poor lighting caused unnatural tints.

m Crop—Remove extraneous portions of an image. You can crop out unnecessary
elements or choose from the drop-down Aspect Ratio list to select a specific size—3X5,
for instance. This option is not available when multiple images are selected.

m Rotate and Flip—Change an image from landscape to portrait orientation, and vice

versa, or use the By Degree control to fix a scanned image that’s slightly crooked.

m Red Eye Removal—This feature allows you to remove ghostly red dots caused by your
camera’s flash. This option is available only when a single image is selected.

B Resize—Change the dimensions of a picture without cropping out any information, by
choosing a predefined or custom height and width or selecting a percentage of the orig-
inal size. This feature is most useful for reducing file size for images you plan to use in
email messages or on Web pages.

As you edit images, Picture Manager keeps track of the changes you make. Click the
Unsaved Edits icon in the Picture Shortcuts page to see any changes you have not yet saved.

If you close Picture Manager, you'll be given the chance to save your changes, discard

the changes, or cancel. Be careful! Choosing Save Changes will overwrite the original
é@(’- /dﬁ images. If you don't have backup copies, those originals will be gone for good.

When in doubt, open the Unsaved Edits folder and review your changes.

Picture Library offers one especially elegant way to add a consistent naming strategy to a

disorganized folder made up of image files gathered from many sources. Add the folder
é@(’- /dﬁ to the Picture Shortcuts pane and press Ctrl+A to select all images in the folder. Then

click the Rename Pictures link in the Getting Started task pane. Choose from the impres-
sive array of options for using names and numbers to bring order out of chaos. This
option is also available when you click Rename Pictures in the Export task pane.

WORKING WITH SCANNED IMAGES

"Two helpful tools in Microsoft Office Tools are the Document Imaging and Document
Scanning tools. Usually you would use the software that came with your scanner to scan in
any images or documents. But it’s nice to know that you do have these tools and can scan
your images in and then pull them into your Office applications as needed.
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The scanning capability, in combination with Office’s graphics layer, provides a solution

, M to a relatively new problem: How do you type up a printed form when you don't have a
« ﬁ typewriter anymore? The answer: Scan the form into a Word document, and then insert

it as a picture in the document header. Crop and resize the image as needed, and format
the picture layout as Behind Text. Exit from the header, and you can type over the form.

Alternatively, scan the form and place the image in the main text layer. Crop and resize
as needed, and then format the graphic object by using the Behind Text option. Add a
text box on top of each field in the form; use the ordering options to place this layer in
front of the form and make the box semitransparent.

=> For instructions on how to translate scanned documents into editable Word
documents, see “Converting Scanned Documents to Text,” p. 84.

USING CLIP ART

Clip art—reusable drawings, photos, and the like—derives its name from the not-so-distant
past, when designers actually clipped images from books and pasted them onto layout boards
to produce master images for printed documents. The electronic versions of these tools are
easier to use, but the effect is the same: to enliven an informal document. Much depends on
the audience you want to reach and the effect you want to achieve.

A dynamite piece of clip art can tell a story worth a thousand words. A really poor piece of
clip art hinders communication, leaving people scratching their heads and wondering
“What's that all about?”

Gratuitous clip art—that is, clip art that doesn’t relate to the topic at hand or otherwise
impedes the flow of your documents—distracts your audience and often detracts from the
point you’re trying to make.

Through the years, Office has steadily improved its tools for managing and using clip art. In
Office 2007, the Clip Art collection is accessible through its own task pane. The built-in clip
art collection includes more than 1,600 graphic images, bullets, lines, and a few media files.
The Clip Art task pane is tightly connected to the Office Online Clip Art and Media page,
where you can download thousands of additional images, sounds, video clips, animated
graphics, and the like. The result is organized in a fully indexed and searchable graphics
database, sorted into collections, categorized by keywords, and eminently customizable.

At its simplest, you can search for relevant images by category or keyword. From any Office
program, from the Insert ribbon, choose Clip Art from the Illustrations grouping to open

the Insert Clip Art task pane (shown in Figure 5.18).
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After the task pane is available, you can do the following:

1. Click the drop-down arrow to the right of the Search In box to display the list of avail-
able collections.

2. Select or clear check boxes to choose the collections you want to search. This list
includes three main groups:

* My Collections—This group consists of clips you’ve added to your personal col-
lection. In a default Office installation, it is empty.

¢ Office Collections—These are the files installed on your hard disk with the ini-
tial Office setup, plus any files you’ve added from the Office Online site.

* Web Collections—This group consists of content available from Microsoft’s
Office Online website.

Click a top-level collection to clear all existing check marks and then select only the
specific categories you want.

3. In the Results Should Be box, choose the media type you’re looking for. Click the +
buttons to narrow your search to very specific types of media (for example, photographs
in JPEG format and clip art in Windows Metafile format).

4. Type keywords into the Search For box, and click Go.

The results of your search appear in the scrolling pane at the bottom of the Clip Art task
pane. If one of the images meets your needs, click to insert it in the current document,
worksheet, or presentation. To see additional choices, click the drop-down arrow at the
right side of every clip. You can copy an item to the Clipboard for use in another program,
for example, or make it available offline in one of your personal collections. You can also
preview the clip in a larger window that shows additional properties.
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The keywords and other saved details for clips that are part of Office clip art collections,
whether they’re stored locally or pulled from the Web, are not available for editing. In clips
that are stored in your personal collections, however, you’re free to customize the built-in
keywords and captions. To set your own keywords for a particular clip, follow these steps:

1. Right-click the clip and choose Edit Keywords. The Keywords dialog box opens.

2. In the Caption box, type a descriptive name for the clip. The caption can be virtually
any length and may include punctuation marks and other special symbols. The caption
text will appear as a ScreenTip when you hover the mouse pointer over the clip in the
task pane.

3. In the Keywords for Current Clip box, add or remove keywords for the particular clip.

Office helps you maintain consistency in your keywords by use of the drop-down list. If
you're careful to use uniform keywords, your efforts will pay off later with more effective
searches.

You can also add photographs and graphic images from files on an individual computer or
on the company network to your personal collection, with the option to move or copy a
graphic onto your computer or link the item in the collection to the original file location. If
you regularly produce graphics-intensive documents using a library of images you’ve drawn
from many sources, you may find it useful to make those images available in the Clip Art
pane.

To open the Clip Organizer, click Organize Clips at the bottom of the Insert Clip Art task
pane. You can also open the Clip Organizer on its own, without having to go through the
Clip Art task pane—its shortcut is in the Microsoft Office Tools. Then choose File, Add
Clips to Organizer. You can have the Clip Organizer automatically scan your disk for com-
patible files, or click the On My Own option to specify a location from which you want to
import graphics files.

The Clip Organizer is also the ideal way to add files from the Office Online collections.

Click the Clips Online button to visit the website and select clips you want to download.
The Office Online site installs an ActiveX control that makes it easy to import new clips,
which show up in the Downloaded Clips category.

Images you download from Office Online go into the Microsoft Clip Organizer subfolder in
your My Pictures (or Pictures folder in Vista). The index to your personal collection is
stored in a Media Catalog file (with the extension *.mcg) in the %appdata%s\Microsoft\Clip
Organizer.

TURNING TEXT INTO GRAPHICS

In addition to pure graphics, Office programs also include features you can use to turn text
into graphics. The result can add personality and visual interest to documents without
requiring more than a modicum of artistic talent on your part.
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USING TEXT BOXES TO CREATE PuLL QUOTES

One well-known technique for livening up text is to throw in a pull guote—a usually provoca-
tive excerpt from the text that is enclosed in a box and formatted with large type. Newspaper
editors and magazine designers use pull quotes as visual cues to “draw in” readers who are
casually flipping through the pages looking at headlines and pictures without reading the
body text. Word has an exceptionally cool technique to create pull quotes:

1. Select the text excerpt you want to use. Press Ctrl+C to copy it, and then paste a copy
in the general location where you want to create the pull quote.

2. Select the copied text and click the Text Box button on the Insert ribbon under the Text
grouping. Word immediately creates a text box containing the selected text.

3. Select the text within the text box and adjust its font, alignment, and other formatting.

4. Format the text box, resize, and move it to your desired location.

"Text boxes can be used to put freestanding text of any kind into your document. The device
works for a short sidebar; for example, to highlight a point, you can use the method
described in the preceding section to combine a text box with an AutoShape.

The term zext box is a bit misleading, at least in Word. More accurately, this drawing object
is a subdocument that appears in the drawing layer over (or under) the text layer of the doc-
ument. In Word, you can insert a picture into a document, select the picture, and then insert
a text box, which has the practical effect of enclosing the picture completely within the text
box. You can then add text or other graphics to the “text box.” In Excel, PowerPoint, and
Publisher, however, a text box can contain only text (although you can group text boxes with

other shapes).

If you want to make it easy to move and position a picture on a Word document slide,

éQ M insert the picture into a text box. Move the text box, and the picture goes along for the
(()' ﬁ ride.

USING WORDART FOR LOGOS

WaordArt is an Office application used to manipulate True'Type fonts and save the result as a
graphic image. The resulting picture can be dropped into the drawing layer of documents,
charts, or slides. Don’t let the name fool you into thinking this utility is just for Word—the
WordArt application is available in Excel, PowerPoint, and Publisher as well.

For the small business without a graphic arts department, WordArt can form the basis of a
simple logo. You can take advantage of WordArt’s capabilities to lay text out vertically, curve
it, and add 3D effects. In Word 2007, the WordArt options off the Insert ribbon appear the
same as they did from when they were first invented for Word 97. But the tool has received
an upgrade. To see the upgrade in Word, you have to see the Format ribbon from your
SmartArt graphics, and you will see a WordArt set of grouping styles. But to see the new
WordArt options in PowerPoint, you select WordArt from the Text grouping on the Insert
ribbon, as shown in Figure 5.19.
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You can see from the figure that WordArt allows you to really customize your text. You can
bevel it, shadow it, make it glow—really enhance your text—which is perfect for your
PowerPoint presentations.

TROUBLESHOOTING

FIXING BROKEN IMAGE LINKS T

X

; h’
110

I created a link to an image stored on a nerworked computer and everything worked fine. When I
opened the document later; however; the image link was broken.

If links get messed up, you have one tool at your disposal, short of directly editing Word
field codes to fix the broken links. Go to your Office button, choose Prepare, and click Edit
Links to Files (which you will see only if there are links in your document). Select the link
and then make the necessary changes.

PicTURES CHANGING BETWEEN MODES

I was working on a photo and using all the tools available to me. I saved the document and when 1
opened it up, the photo isn’t the same and tools are all different.

Most likely what happened is you were working with the photo under the new file extension
and then saved it in Compatibility Mode. When that happens the photo remains, but it
becomes a still image that remains fixed the way it was formatted. The tools are different

because the Compatibility Mode is for backward compatibility.
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SECRETS OF THE OFFICE MASTERS: COMPRESSING
GRAPHICS IN YOUR PRESENTATIONS FOR EMAIL,
INTERNET WWEBSITES, BLOGS, OR PRESENTATIONS

In our modern times, it seems like bandwidth (network or Internet) allows for files of any
size. But you might be surprised to know that in many parts of the world, the bandwidth
range is still around 56Kbps. Hard to believe, we know, but it’s true. So, the size of your files
does matter.

A document with multiple inserted images can become quite huge. And you could go
through the effort of using a third-party tool to reduce your images before putting them in
your documents or emails. You could also save your document as a PDF file, which will
reduce the size somewhat. But there is an adjuster included in Office to help you with this.

When you insert a picture, the Format ribbon appears, and there is an option on the ribbon
called Compress Pictures on the Adjust grouping. Depending on which mode you are, in
you will see a different version of this dialog box. Both dialog boxes are shown to you in

Figure 5.20.
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You can choose your options depending on which setting you need. Keep in mind that this
doesn’t affect the photo itself, just the way it is displayed in your document (and the size).
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SHARING AND REVIEWING FEATURES IN OFFICE 2007

When you’re working on an Office document, sometimes you need comments or contribu-
tions from other people to make it complete. You don’t have to print, collate, staple, and
route paper copies of the work in progress. Instead, you can use a variety of electronic tools
to pass documents around.

Many of the features we discuss in this chapter are similar to those already available in previ-
ous Office versions. The most noteworthy additions are available when you pair Office 2007
with a network that includes at least one computer running SharePoint services. In that con-
figuration, which we discuss in more detail in a later chapter, members of a workgroup can
share documents, conduct threaded discussions, maintain shared calendars and contact lists,
and even create custom sites devoted exclusively to a single document, meeting, or project.

Oftice 2007 supports Information Rights Management, an emerging technology that allows
you to secure documents from unauthorized users and allow them to “expire” after a prede-
termined amount of time.

If you simply want to route documents via email, you can do so by attaching an electronic
routing slip to each document and then using Outlook to send it to one or several co-work-
ers. Office does an excellent job of managing the process and ensuring that each reviewer’s
changes remain available.

KEEPING SHARED DOCUMENTS SECURE

Before you share an Office document with anyone else—via email, on a corporate intranet,
or on the Internet at an FTP or website—you should first consider how you’re going to pro-
tect the document, both from prying eyes and from unwanted changes.

To that end, let’s discuss password security, security through backups, document locking, and
read-only mode. In addition, we will cover in this section Information Rights Management
and marking your documents as Final, along with using standard Windows permissions to
keep your shared documents secured on your network. Finally, we will cover digital signa-
tures and how they are implemented directly into 2007 documents.

PROTECTING OFFICE DOCUMENTS WITH PASSWORDS

Your first line of defense is to protect the document file itself with a password. That simple
precaution will usually keep out casual snoops, and with a little extra attention, you can
scramble a document so effectively that only a determined cryptologist could unlock it with-
out knowing the password.

Password protection works by encrypting a file—scrambling its data so it can’t be read with-
out being unlocked. The encryption options in Office 2007 (as well as Office XP and 2003)

are significantly improved over the password-protection options in earlier Office versions.
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Keep in mind that network protection is a different subject entirely and involves much
more detail. This discussion is completely about what document protection options are
available.

If you want to quickly encrypt a document and put a password on it before you send it out,
all you have to do is finish your document and save it. While the document is still open,
click your Office button, and then select Prepare and then Encrypt Document. You will see
a simple box that asks for a password (shown in Figure 6.1).

Figure 6.1
Encrypting a docu-
ment is as easy as

inserting a password. |me°m:

‘Encrypt Document

Encrypt the contents of this file

Caution: If you lose or forget the password, it cannot be
recovered. Itis advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive.)

By default, Office documents are protected with at least 40-bit RC4 encryption, which is
difficult, but not impossible, to crack on a typical PC. If the password is at least six charac-
ters long, random (that is, it doesn’t appear in a typical cracking dictionary), and contains a
mix of numbers, letters, and symbols, a well-written password-cracking routine running on a
fast PC can still crack it, but it will take more time.

Of course, the people who work for the agencies made famous in Tom Clancy novels
(the ones with three-letter acronyms for names) crack 40-bit RC4 encoded documents in
the time it takes to down a tall latte. Supercomputers and massively parallel processors
hardly break a sweat. They have a considerably tougher time with longer key sizes.

That’s the good news if you’re concerned about security (or the bad news, if you've forgot-

ten your document’s password). Password protection used elsewhere in Office is much,
much simpler.

It's important that you know which passwords are easy to break, so you don't rely on an
“easy” password protection scheme to keep your documents private. Believe us, the bad

é@ﬁ M guys know all about password crackers. You can do a simple search on the Internet and
you will find a crack for any password setting in Office. You may wonder, “Well, then
why bother?” It is a deterrent, not a full preventative. In combination with other security

measures, you add layers of frustration to anyone trying to see what you don‘t want

them to. Most will give up when they know it's password protected. Some will just try
harder, so you have to be prepared.
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The forms of password protection vary slightly from application to application:
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Word, Excel, and PowerPoint allow you to protect an entire document, workbook, or
presentation, respectively, using the new CryptoAPI support. A file using this level of
password protection cannot be opened using versions in Office 2000 or earlier.

On the Protect Document dialog box, Word allows you to password protect documents
to track changes, allow comments only, or for forms (choose the Review ribbon tab and
select Protect Document). All those passwords are trivial to break.

Excel allows you to protect individual worksheets (contents, formats, objects, and sce-
narios), workbooks (structure, windows), and the logs that track changes to a shared
workbook, all by choosing Tools, Protection. These passwords are also easy to crack
with any commercial password cracker.

Outlook offers password protection for individual *.pst files. These passwords are also
easy to break.

Access security differs from the other Office applications. You can set a database pass-
word that locks out anyone who doesn’t have that key. You can also encrypt a database
using the Tools, Security, Encrypt/Decrypt Database menu commands, but you can’t
select encryption levels. If user-level security definitions are in the database, being able
to open the database won’t accomplish much. Database passwords are easy to crack, but
the internal security definitions are much more difficult.

Publisher offers no document password security, period.

Visual Basic for Applications modules can be password protected (VBA calls it “locked
for viewing”). VBA passwords can be cracked easily.

Although macro software developers sometimes criticize the weak password protection
in VBA, there’s a hitch: Some macro viruses are designed to encrypt VBA modules. If the
VBA password protection were stronger, antivirus products would have a much harder
time rooting out viruses.

If you've forgotten your password, see “Forgotten Passwords” in the “Troubleshooting” section at
the end of this chapter.

I think we have made it pretty clear that password protection on documents can only deter
individuals. Anyone can purchase or download the right cracker and get at your document.
But there are other options that we will consider in this chapter, too. One of those is the new
Information Rights Management tools.

CREATING A BAckupP CoPY AUTOMATICALLY

Each time you open or save a Word document or Excel workbook, you can protect the origi-
nal file. To do this, go to your advanced Options; under Advanced, look for the Save settings
and select the check box Always Create Backup Copy.

"This option saves a backup copy of the original version every time you open or save a file,
using the previously saved version of the file.
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This protective measure is of limited value. It's designed to protect you from incredibly
obvious mistakes, and it's useful only if you discover your mistake immediately. Suppose
you open a Word document, make some changes, and save the changed document
under the same name. If you then discover to your horror that you've altered the master
copy of a crucial document, you can open the backup copy and recover the original.
However, if you make some more changes and save your work a second time, Word cre-
ates a backup of the first set of changes you made, replacing the backup it created when
you opened the file. You can still use Undo to “roll back” your changes, but as soon as
you close Word, your original document is history, and you better hope you have an
alternative backup copy to restore.

How OFFICE LOCKS DOCUMENTS TO PREVENT CONFLICTS

Office keeps track of which documents are open on the network. If you try to open a docu-
ment that’s already in use by someone else, you’ll receive a warning message.

This kind of protection is necessary to keep unsynchronized changes from compromising
the document’s integrity. If you and your partner are simultaneously working on copies of
your business plan in Word, what happens when she changes a paragraph that you’re work-
ing on? For collaborating on documents in this fashion, you’re better off using Word’s revi-
sion-tracking features.

If you get File in Use messages when you're the only user attempting to use a document, see
\\ &/ “Hidden Applications Lock Files” in the “Troubleshooting” section at the end of this chapter.

Excel allows more than one person to work on a workbook simultaneously, but you have to
set up the sharing before others on the network start opening the workbook.

OPENING DOCUMENTS IN READ-ONLY MODE

You can help (or force) yourself and your co-workers to open particular Office files in read-
only mode. As the name implies, applying the read-only attribute allows anyone who opens
the file to view its contents. To make changes, you must save a copy of the file under a new
name and then make changes to the copy.

You have the following read-only options in Office 2007:

m When saving a file, you can discourage users (including yourself) from making changes
to a Word document. To do this, select your Office button and choose Save As. From
the Tools menu, click the arrow button and choose General Options. You will see the
dialog box shown in Figure 6.2. Select the check box that says Read-Only
Recommended. This technique is particularly useful when you frequently use the same
document or worksheet as the base for new files, and you occasionally forget to use the
From Existing Document option in the New <file type> task pane. When you try to
open a file saved with this option, you’ll see the dialog box shown in Figure 6.3. Click
yes to prevent accidental changes to your original file.
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If your goal is to prevent other users from damaging an important file (especially users

who might not be sophisticated enough to understand the consequences of this option),
ﬁ(‘- /dé use a Modify password instead.

m When you open a document in Word, Excel, or PowerPoint, you can choose to open it
as a read-only file. Click the Open icon, or choose File, Open. From the Open dialog
box, click the arrow to the right of the Open button and choose Open Read-Only from
the drop-down list.

m For most Office documents, you can assign separate passwords for read-only access and
full read-write access, using the Password to Open and Password to Modify boxes,
respectively. If you add a password in the Password to Modify box and leave the
Password to Open box blank, your correspondents will be able to open the file and read
its contents, but they will need to enter the password to make changes to the file.

MARK DOCUMENT AS FINAL

For your applications that generally get shared (for instance, Word, Excel, and PowerPoint),
you can use a feature called Mark as Final, which is more of a preventative than a cure. This
will make the document read-only and thereby prevent anyone from altering the document.
In this situation, typing, editing, proofing, and so on is disabled.

"To set a document to the Mark as Final setting, select the Office button, Prepare, and then
Mark as Final in Word, Excel, or PowerPoint.
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Keep in mind that documents marked as final can still be edited. All a person has to do
is remove that option. However, it will deter persons from inadvertently making changes
to the document and from editing it if they don’t know how to take off the Mark as Final
options (which is done simply by going back to your Prepare settings and deselecting
that button). You also should note that this document will not be read-only if persons are
using older versions of Office.

CONTROLLING FiLe Access wWiTH WINDOWS PERMISSIONS

You can also use Windows to restrict access to Office files or the folders in which they’re

stored. Local and network file and folder restrictions depend on your Windows version and
the format of the disk on which the file is stored:

® Windows 2000, XP, or Vista running the N'T File System (INTFS) provide the only
secure Windows environment for controlling access to files. Using advanced NTFS
options, you can restrict access to files or folders by individuals or groups; you can also
encrypt files and entire folders for maximum security. Using the Encrypting File System
on an N'TFES volume provides absolutely ironclad protection. In addition, in Windows
Vista, a new encryption exists, called Bitlocker, for your drives and data. It’s pretty
advanced encryption and supposedly has no backdoor method of entry, so your data is
truly secure.

m Windows XP Home Edition allows you to make folders (but not individual files) pri-
vate. Private folders are inaccessible over a network and cannot be accessed by other
users on a shared computer. The only way for someone to open a file in a private folder
is to log on using your username and password.

® On any disk formatted using the FAT'16 or FAT?32 file system, you can restrict access
over the network, but any user who can log on to the computer locally can open and
change the file.

PROTECTING PRIVATE DATA IN OFFICE DOCUMENTS

Every Office document includes information about the document, its creator, and anyone
who has edited it. This information, which is known as metadata, is stored within the docu-
ment and can be viewed and edited by selecting the Office button, choosing Prepare, and
then Properties. For advanced properties, you can select a down arrow and choose Advanced
Properties, which will bring you a multitabbed dialog box. Used properly, metadata is a con-
venient tool for tracking changes, organizing files, and searching for data. Unfortunately, it
also offers a way for anyone to poke around within a document to see who worked on it, and
even see material that should have been deleted. In sensitive situations, that can cause acute
embarrassment. In early 2003, for instance, reporters poking around in a Word document
released by the British government discovered the names of four individuals who had
worked on earlier versions of the document. We’ve received press releases, also in Word for-
mat, where revisions and comments from reviewers were still embedded in the file—to the
chagrin of the managers who distributed the document.
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By using the Document Inspector in Word, PowerPoint, and Excel, you can remove poten-
tially sensitive data before you save the document. For more information on erasing sensitive
document data, read Chapter 7, “Office Security and Privacy.”

You cannot set this option on a global basis. It must be set on each individual document
file before saving it.

In Word, you can also choose an option that warns you before saving, printing, or emailing a
file that contains any kind of metadata, including tracked changes and comments. (This
option is buried pretty deep, but if you go to the document’s Options through the Office
button, then go to the Trust Center settings and choose Privacy Options, you can see under
the Document-specific settings the option to Warn before printing, saving, or sending a
file that contains tracked changes or comments.) If you see this warning, cancel the
operation, remove the unwanted data from the document, and try again.

Using the Document Inspector can help to keep that information out of the hands of others.
But using multiple methods described within this chapter can really make your security solid.
Another possible consideration for security documents is to trust another source through
IRM.

SECURING DOCUMENTS WITH INFORMATION RIGHTS MANAGEMENT (IRM)
m Although this technology was introduced in Office 2003, it was something that many have

never heard of, so we again discuss IRM here and its advantages. Office 2007 includes sup-
port for an emerging technology called Information Rights Management. Using IRM, you
can set permissions that define who can open, edit, print, forward, or copy documents or
email messages.

Microsoft's IRM is a new and controversial technology. It made its debut in Office 2003
and has not been widely accepted. As with all Office innovations, you can expect it to
undergo changes in the next few years. If you intend to use it for mission-critical applica-
tions, we strongly recommend that you test it thoroughly first. And don't rely on it to do
more than stop casual snoops. Even Microsoft admits that a determined data thief can
circumvent many IRM restrictions using high- and low-tech approaches.

"To use this technology, you must first install the latest Windows Rights Management client.
In addition, you must have access to one of the following authentication systems:

m Windows Server 2003 with Windows Rights Management Services. This software uses
the server’s Active Directory as the authentication mechanism.

B A NET Passport registered with Microsoft’s Information Rights Management Service.

Currently, this is available as a free trial. You can sign up when you install the client
software.
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To see a step-by-step walk through of configuring and using IRM through the free service that
Microsoft provides, see “Secrets of the Office Masters: Setting Up and Using Information Rights
<>~ Management” at the end of this chapter.
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IRM works by installing a digital certificate that allows you to encrypt the document. You
assign permissions based on email addresses, which represent a unique way to identify indi-
viduals. If the recipient of an IRM-encrypted message does not have access to a Windows
Rights Management Server, he can register with Microsoft’s free service using a .NET
Passport and receive a full certificate or a temporary one.

SECURING DOCUMENTS WITH DIGITAL SIGNATURES

When you sign a document and date it, it is a loose form of identifying that you are, indeed,
agreeing to the document, or agreeing that the document came from you. Unless a signature
expert verifies that you signed it, it remains a loose guarantee that you do, in fact, agree with
the contents and stand behind them. However, in many cases, you can go one step further
and have a document notarized by a third party or have several witnesses to your signing of
a document (for example, a marriage certificate). Digitally, this is what you are doing when
you work with a digital signature.

Digital information can be authenticated through cryptography. This helps to ensure that
the signature itself is valid and coming from the person who is claiming to have signed the
document digitally, that the content of the document is still intact and hasn’t been tampered
with since the time it has been digitally signed, and that the signer cannot refute that it came
from that person, and only that person. That is quite a bit to guarantee without having any
physical witnesses present to ensure it. But there are digital witnesses available:

A signature must be registered by a certificate authority (CA), a third-party agency who will
assign a valid signature to the requesting party. The certificate that is given is a way of prov-
ing identity (like a driver’s license) and can expire. So, basically, when you send a digitally
signed document, your computer adds these credentials to it. The recipient can check your
signature certificate against the CA database to make sure you truly are the sender and the
document hasn’t been tampered with.

Oftfice 2007 allows you to either add a visible signature line to a document or add a hidden
digital signature to the document. Let’s consider the difference between the two.

ADDING SIGNATURE LINES TO A DOCUMENT

Only into Word documents and Excel workbooks can you add a visible signature line (which
is logical because you don’t need this feature for your PowerPoint presentations of Publisher
documents).

A signature line shows the added visible line to a document. To the untrained eye, this looks
just like a graphic to make the document look “chic” to the receiver, but it is more than a
graphical element.

When you first go to insert a digital signature line, you have to answer some questions, as
shown in Figure 6.4. You can put in the name, the title, and even an email address. You can
add some direction to the person who has to add his signature.
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Figure 6.4
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CAUTION
When you attempt to enter a digital signature, you get a message box that contains a bit
of a warning. It says, and we quote, “Microsoft Office digital signatures combine the
familiarity of a paper signing experience with the convenience of a digital format. While
this feature provides users with the ability to verify a document’s integrity, evidentiary
laws may vary by jurisdiction. Microsoft thus cannot warrant a digital signature’s legal
enforceability. The third-party digital signature service providers available from the Office
marketplace may offer other levels of digital signature assurance.”

When the recipient gets the document, he or she is notified that a signature is requested.
The person can type a signature, select an image of his or her signature, or write one with
Tablet PC. The recipient has a choice of either using a real digital signature (which is added
to the document as well so that it proves that the visible signature is truly from the one who
adds it, logically preventing someone else from signing and returning the document) or the
recipient can add a made-up digital signature, which cannot really validate that the user is
truly who the user claims to be (see Figure 6.5).
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After a document is signed, it becomes read-only so that it cannot be tampered with from
that point forward.

Adding a signature line is easy. You go to the Insert ribbon and from the Text grouping,
select Signature Line. Then you need to add information about the recipient in the
Signature Setup dialog box, including adding the sign date (which is standard in most
documents).

To literally sign the document, the recipient needs to double-click the line where the signa-
ture is requested. At this point, the recipient gets to either add in a typed name, choose the
image of his or her signature, or write it with a Tablet PC handwritten tool through the ink-
ing feature. When you are done, click the Sign button.

ADDING HIDDEN DIGITAL SIGNATURES TO A DOCUMENT

On other occasions, you may not need a literal line for a visible signature to be added to
your document. You may just want to guarantee that the document is authentic and that its
integrity is intact and from you. You can add an invisible signature to your Word, Excel, and
PowerPoint documents.

You won’t be able to see the signature, but a little icon indicates that the document has been
signed. "To ensure that it hasn’t been tampered with since the signing of the document, it
becomes read-only, too.

"To add only an invisible signature to a document, select the Office button, choose the
Prepare option, and select Add a Digital Signature. From here you follow options similar to
the previous ones, and you can even indicate why you are signing the particular document.

ROUTING, REVIEWING, AND REVISING DOCUMENTS

Sometimes server-based collaboration doesn’t have the urgency of email: You can tell people
over and over that they need to connect to the server and make their comments, and some
never will. But if they receive the document by email, the immediacy can help spur them to
action. Add a routing slip that details how long an individual has been procrastinating, and
you might have enough incentive to move mountains.

Office includes several tools that help you mail, route, and control your documents.

SENDING AN OFFICE FILE AS EMAIL

Sometimes you may want to send the body of your document by email, rather than sending
an attachment, as discussed later. The simplest way to send a document to an individual or
group is by sending it as an email message, in HTML format.

Keep in mind that you can send attachments of any of your office files; however, the method
of sending text directly within the body of your document can be done only with Word and
Excel.
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"To do this, you have to first add the command to your Quick Access Toolbar. You open the
Customization settings and search All Commands for one called Send To Mail Recipient.

From the Quick Access Toolbar, you can now select this and, as you can see in Figure 6.6,
you will be able to send that information directly within the body of your email message.
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When the document is sent as an HTML message, each recipient can modify the document
directly, as long as the recipient’s email reader can handle Office’s particular version of
HTML (this includes most modern mail clients, including Outlook 98 or later, Netscape
Mail 4.5 or later, and Eudora 5 or later; Outlook 97, AOL, and many older mail programs
cannot). The recipient can then send the message back, and you have the challenge of assem-
bling the HTML messages, converting them to native Office file formats, and comparing the
results.

If you decide that you don’t want to send a copy as a mail message after all, click the Email
button again to make the message header disappear.

SENDING A FILE AS AN EMAIL ATTACHMENT

If all your correspondents are using Office 97 or later versions, and you want them to be able
to edit the document properly, you’ll no doubt find it much more reliable to send the docu-
ment as an attachment to an email message.

You can do that from any of the Office applications, although keep in mind that Access
forces you to choose a different format for your email. We will go through the steps in
Word, but the same basic format would be used for Excel or PowerPoint, too. Follow these
steps:



ROUTING, REVIEWING, AND REVISING DOCUMENTS | 147

1. Open (or create) the document.

2. From the Office button, select Send, and then choose from a number of options. You
can choose to send it as an Email, or a Fax (through an Internet fax service). In addition,
if you have installed the PDF/XPS add-in that allows you to convert your documents,
you would be able to send your document in one of these formats, too.

For sending an email in OneNote, Project, or Visio, click Send To from the File menu and
then select Mail Recipient (as Attachment). From Publisher, click Send Email from the File
menu and select Send Publication as Attachment.

ADDING COMMENTS AND TRACKING CHANGES
Although the Office Suite comes with multiple applications, not all of them need to be col-
laborated on. For example, your saved OneNote thoughts don’t need collaboration, but your
Excel spreadsheet just might. How do you see who has altered the document and what they
have altered? Later in the book, we discuss ways to track changes in each application. At this
point, we will give a quick overview for this feature, but we will highlight your ability to use
Protection to allow only certain capabilities (for example, comments only when editing, but

no changes).

ADDING COMMENTS TO DOCUMENTS
When you're collaborating on a document with other people, it’s helpful to leave comments
along the way, explaining the reasons for certain changes or suggesting places where addi-

tional changes may be necessary.

To enter a comment, highlight the text that pertains to the comment and choose New
Comment from the Comments grouping on the Review ribbon. (If you don’t make a selec-
tion, Word attaches the comment to the word immediately preceding the insertion point.)
Type your comment into the comment box.

To cycle through all the comments in a document, use the Next button on the Review
ribbon.

You can print all the comments attached to a document by choosing the Office button,
Print, and selecting Document Showing Markup in the Print What drop-down box.

RESTRICTING EDITS TO COMMENTS ONLY
In Word, you have the ability to restrict editing of your documents to comments only. To do
this, go to the Review ribbon and select Protect Document. You will see the Restrict
Formatting and Editing dialog box shown in Figure 6.7.
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Figure 6.7 Restrict Formatting and Editing v x
From the Restrict 2 Formiatting restrictions
Formatting and Edltlng [ Limit formatting to a selection of styles
dialog box, you can Settings...
establish editing 2. Editing restrictions
restrictions that allow Allow orly this type of editing in the document:
for comments only.
Exceptions (optional)

Select parts of the document and choose users whao are
allowed to freely edit them.
Groups:

OfEveryone ]

A More users...

3. Start enforcement

Are you ready to apply these settings? (You can turn them
offlater)

[Ltes, Start Enforcing Pratection |

See also
Restrict permission...

You can allow for exceptions to the document or to specific parts of the document. You can
also change the settings to allow for tracked changes or filling in forms. When you start the
enforcement of the restrictions, you can determine a password method of protection or an

encryption method.

For going to the next level of document protection, however, note the section at the end of
the chapter, “Secrets of the Office Masters: Setting Up and Using Information Rights
Management.”

We've mentioned the Comments ability of Word because Word generally has the most
extensive set of tools for comments and tracking changes. However, you can go to the
Review tab in Excel and insert comments, too, as well as in PowerPoint, as you can see in
Figure 6.8.

You can see from Figure 6.8 that PowerPoint allows you to add comments that can be turned
on and off. Even though they are in the background, you won’t see them unless you go to
the Review ribbon, under the Comments grouping, and select Show Markup. You can toggle
this option to turn comments on or off.
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TRACKING REVISIONS

The surest way to maintain the integrity of a document is to ensure that changes—if they’re
allowed at all—are clearly identified so that anyone reviewing the edited document can trace
specific changes back to their originator. When Word tracks changes made to a document,
text that is added, deleted, or modified is marked to emphasize the changes made. You can
subsequently go through those changes, one at a time, and accept or reject them. Word 2007
offers a tri-pane review panel to make it easier for you to work with revisions made within
documents.

For a complete discussion of tracking changes in Word 2007, see “Sharing Documents,” p. 468.
Excel also allows you to track changes within your documents. In fact, in one click you can

add password protection and set tracking.

To do this, in your Excel workbook, select the Review ribbon and choose the Protect and
Share workbook option under the Changes grouping. The dialog box opens and from here
you can choose to set a password (see Figure 6.9).

Figure 6.9
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COMPARING, REVIEWING, AND MERGING CHANGES

When multiple Office users work on the same document, workbook, or presentation, you
can compare the contents of each version and merge the changes into a single document.
Word and Excel allow you to review each change individually or merge all changes at one
time. PowerPoint does only a full comparison and merge between two presentations.

=> For details on how to track changes in Word documents, see “Sharing Documents,” p. 468.

PRINTING OFFICE DOCUMENTS

These days, many people think we should move away from printing altogether. With the
quality of online reading improving, and the ability to make documents that can be read on
your computer, there is less need to print those documents. Nevertheless, nothing beats an
in-hand document. Printing in Office 2007 is pretty much the same as it was in previous
versions of Office. The exception is that Word, Excel, PowerPoint, and Access have a new
interface, so you may need some direction on how to Print.

In Word, Excel, PowerPoint or Access, elect the Microsoft Office button and choose Print
(or press Ctrl+P). You’ll notice that you also have the options to Print Preview (which gives
you a preview of your documents and how they will look when printed) and to Quick Print,
which helps you avoid the Print dialog box. Quick Print is useful only if you are comfortable
with the default Print settings and don’t need to make any changes.

In OneNote, Outlook, Project, Publisher, or Visio, the Print option is found under the File
menu (or you can press Ctrl+P).

PUBLISHING OFFICE DOCUMENTS TO A WEBSITE

You can publish your documents to websites in multiple ways. You can save documents as
HTML format and use an FTP application to upload them. If the website is your local
Intranet site or your company website, you can add your pages directly to those servers

off your network (see your network administrator for permission and instruction on how to
do this).

In addition, you can select the Publish option off the Microsoft Office button and choose

from several topics depending on the application. In Word, you have the ability to blog now.
=> For details on how to use Word 2007 as a Blog editor, see “Secrets of the Office Masters: Using Word as

a Blog Editor,” p. 385.

In all other applications, you have the ability to publish your documents to a Document

Management Server or to Create a Document Workspace. Let’s consider the differences:

B Document Management Server—When you publish a document with this option,
you are saving a copy of your file to a network server. You need to know the name of
the server so that you can find it within your network to put the document up on it.
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m Create Document Workspace—A Document Workspace site is a SharePoint site that
allows collaboration with people on a team, or in the same group. The site will help
keep the files updated and will alert others about the status of those files. When you
create a Document Workspace site, your file is saved within a document library so that
others can access those files and work on them if they have permission to so do. File
versions are kept track of so that a history can be maintained to ensure that all involved
within a project are aware of the progression. For more information on how to create
a Document Workspace, see “Create a Document Workspace” from within the Word

help files.

CoMBINING Two OR MORE DATA TYPES IN ONE
DOCUMENT

After you get beyond simple letter writing and number crunching, you get to the really
interesting aspects of Office as a unified system. For maximum effect, you can build comz-
pound documents by combining data created in a variety of sources—starting with a Word
document and integrating an Excel worksheet into it, for instance, or incorporating an Excel
chart into a PowerPoint presentation.

The most common example is a corporate report, in which financial data from Excel (or tab-
ular material from Access) is blended into a Word document. Or you might use Word to
generate explanatory text for an Excel worksheet. You can store résumés from job candidates
as Word documents in a field in an Access database. PowerPoint presentations almost rou-
tinely are compound documents with slides containing charts and tables from Excel.

By creating compound documents, you can use links between data so that each element is
available for updating. When you click in a résumé stored in Word format in an Access
table, for example, Office automatically opens Word for you to read and modify the docu-
ment. You can continuously revise those Excel data ranges in the annual report, even as
co-workers edit the text around them.

This all works because Office has an object design: Each Office document is essentially a con-
tainer into which several kinds of information can be poured.

You’ll see references to OLE objects, COM objects, and ActiveX objects in the online documenta-
tion and elsewhere. For everyday use, these terms all refer to the same thing. For simplicity’s
sake, we call them “objects” in this book.

You'll also see OLE container, ActiveX container, and COM container in the Help files and
Knowledge Base articles. Don't be confused. These terms refer to Office files—documents,
workbooks, and presentations.
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EMBEDDING VERSUS LINKING

Office offers two very different methods for putting objects (such as text, charts, pictures, or
a worksheet range) into a Word document, Excel worksheet, Access database, Outlook item,
or PowerPoint presentation. The two methods are called embedding and linking:

B Embedding stores the data as an object inside the document, including an indication of
which application made the object. So, if you embed an Excel chart in a Word docu-
ment, all the data for the chart resides inside the Word document and Word “knows” it
can be edited with Excel. All the data for the chart is inside Word and is not available in
an external file; thus, you can’t start Excel and edit the chart directly. Instead, you must
start with Word and edit from there. The real benefit here is that you don’t need to
worry about another file location that is connected to your document. If you know the
data isn’t going to change and the chart is final, then embedding is the best way to go.

m Linking, on the other hand, inserts a pointer to data stored in an external file. When
you create a link, the document that contains the link might include a snapshot of the
data, but the container document attempts to update the link whenever necessary. Thus,
if you insert a named range from an Excel worksheet stored in the file \\Corporate\
Payroll\Salaries.xls into a Word document, the document stores a code that instructs
Word to retrieve that range from its location on the network whenever you open or
print the document. Because the data exists in an external file, you can use Excel to
update Salaries.xls at any time, and your changes will be reflected the next time any-
one opens or prints the Word document that contains the link. One of the negative
sides to linking is that you have to worry about your files locations. If they change, then
the link no longer will work. However, the positive side to linking is that your data
remains as up to date as the linked document itself. It ensures you have the latest
changes the moment you open the document.

Pictures frequently appear in documents as, simply, pictures—they're neither embedded
nor linked.

Embedded objects are edited in place: If you double-click an Excel worksheet embedded in
your Word document, for example, Excel’s menus and toolbars replace the Word equiva-
lents—even though you’re still working in the Word window.

On the other hand, if you double-click a linked object, the originating application opens and
loads the data from the linked external file. If you double-click an Excel chart linked in a
PowerPoint presentation, Excel starts with the chart ready for work.

When you consider whether to link, embed, or place objects in documents, you must juggle
three competing considerations:

m File Size—Will the objects bloat the document? An embedded Office object (an Excel
chart, for instance) can take up twice as much room as a picture of that same object. In a
large file, the difference can be dramatic.
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m Update Capability—Will the object change? If so, you need to keep your options
open. Yes, you can paste an Excel range into a Word document as a table, and then con-
vert it back to an Excel range for updates. But if you plan to update the data frequently,
it’s easier to embed or link the data.

m Portability—Will the document and objects stay on a single computer or in easily
accessible network locations? Or do you plan to move them to a portable PC, or distrib-
ute them to one or more people who are not connected to the same network?

With those three considerations in mind, here’s how to select the best method for putting an
object into a document:

m If you're not particularly worried about file size, and you won’t need to update the
object or change its formatting, forget about linking or embedding. Insert the data—
picture, table, chart, whatever—into the document.

m If file size is the overriding concern, use links to external data such as pictures and
charts. You might encounter problems when moving documents, but if you duplicate
the folder structure for document and objects on all the computers, linking will work.

m If portability is the main concern, and it’s possible you’ll need to update the object or
move the file that contains the source data, use embedding. That way, you’ll always have
the object at hand—the object and its data travel with the document.

m In a workgroup, linking is the best way to handle items on which you plan to collabo-
rate: One person or group can be working on the document while another person or
group works on, for example, the linked chart. When both groups are ready, update the
document to bring in the latest version of all linked objects. This process is particularly
easy when a SharePoint server is available for use as a central storage location.

You can quickly tell whether an object in Word is embedded or linked. By going into
your Word Options, under the Advanced settings, Show Document Content, select the

éQ(’- M Show field codes instead of their value option (or you can simply hit Alt+F9 to toggle
field codes). An embedded object appears with an {Embed} field code; a linked object

appears as a {Link} field code. Pictures that are part of the file won't have any field
code, and you can see the picture.

=> To learn more about putting field codes to work in your Word documents, see
“Using Fields to Add Intelligence to a Document,” p. 496.

OVERVIEW OF FILE SHARING ON AN OFFICE NETWORK

In an office, one of the most common barriers to sharing information is figuring out where
to put it. If you store documents on your own hard drive, you have to figure out how to
give other people secure access. On a network server, you have to deal with filenames, per-
missions, and the logistics of figuring out how to get people working cooperatively.

I 153
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Several years ago, Microsoft introduced SharePoint Team Services and SharePoint Portal
Server—two versions of a web-based server package designed to make it easy for members
of a workgroup to communicate, collaborate, and share information with one another,
preferably while using Office XP (and now Office 2007). As befits a Microsoft “version 1.0”
product, the two members of the SharePoint family were loaded with promise but also
plagued by design limitations and some usability snafus.

With the release of Office 2003, Microsoft updated its SharePoint servers as well. The two
products were considerably more usable and useful than their predecessors, and they inte-
grate tightly with Office 2003. Moving forward with Office 2007, that integration has con-
tinued to allow for a stronger collaboration capability with your documents.

In some respects, SharePoint defies a quick explanation, but we’ll try anyway. SharePoint
services expand the capabilities of a web server to allow members of a team to store docu-
ments, carry on discussions in a threaded bulletin-board format, create lists, and share tasks,
contacts, and calendars. The server administrator defines permissions for team members,
giving some full administrative rights over the team websites and allowing others rights to
upload files, change documents, or create new special-purpose sites.

SharePoint sites come in two varieties:

m Windows SharePoint Services—An add-on to Windows Server 2003, it replaces the
previous FrontPage Server Extensions and SharePoint Team Services. Its primary pur-
pose is to create a customizable website for a single team.

m SharePoint Portal Server 2003/2007—An enterprise-strength version of the same
software that adds the capability to integrate business applications, create separate sites
for different business units, and take advantage of sophisticated document workflow sys-
tems. In SharePoint 2007, there are feature enhancements to look forward to, as well as
brand new features—for example, task coordination capabilities, email integration (simi-
lar to Public Folder capabilities found in Exchange), blog posting abilities, support for
Wiki sites, and a Social Networking Web part to allow for collaboration between work-
ers with the same social interests. It’s a lot to consider all at once, but SharePoint Portal
Server allows you to take Office 2007 to the next level, to the level where we no longer
simply create documents, we collaborate the production of documentation.

For more information about these two server products, visit Microsoft’s SharePoint web-
site at http://www.microsoft.com/sharepoint.


http://www.microsoft.com/sharepoint
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TROUBLESHOOTING

FORGOTTEN PASSWORDS %
1 saved a document with a password montbs ago. I tried to open the document, but I forgot the pass- -
word. What can I do?

If you forgot the password for a Word document, Excel workbook, Access database, or
PowerPoint presentation, brace yourself: It’s going to take a long time to recover the pass-
word, if it can be recovered at all. Start by ordering one of the commercial password-crack-
ing programs at http://www.accessdata.com or http://www.lostpassword.com. If you need
to crack only one document, ask the manufacturer for a money-back guarantee that its prod-
uct will be successful.

On the other hand, if you lost a different kind of password, such as those used to protect
formatting in a Word document, your task is much simpler. You can check with either of the
previously mentioned companies, or search on the Web for many other “crackers.”

HIDDEN APPLICATIONS LOCK FILES
When I try to open a Word document or an Excel workbook, the File in Use dialog box appears. 1

know no one else bas the file open. Sometimes, the dialog box even accuses me of being the one using

the file. The program only allows me to open the file as Read Only.

If you know that nobody else on your network has the file open and you get the File in Use
dialog box, a hidden instance of one of the Office apps might be holding on to the file. Or, if
the program that had the file open crashes, it might not correctly remove the file that tracks
the lock.

When this happens, use the Windows Task Manager (Ctrl+Alt+Del) to find any hidden
instances of the program in question and end them. If the dialog box appears after Word
crashed on your system, look for an owner file in the same directory as the file that refuses
to open. This temporary file has a .doc extension; the filename itself is the same as the origi-
nal file, except the first two letters are replaced with a tilde (~) followed by a dollar sign.
This temporary file holds the logon name of the person opening the file. Delete it to
remove the lock.

SECRETS OF THE OFFICE MASTERS: SETTING UP AND
USING INFORMATION RIGHTS MANAGEMENT

We started this discussion a little earlier in the chapter, but let’s go through a step-by-step of
the process to make you feel more comfortable with these tools that Microsoft provides.

To start with, you should have already downloaded the client (as we mentioned earlier). So
now when you go to your Review ribbon and select Protect Document (or when you go to
your Office button, select Prepare, and then choose Restrict Permission), if you select the
Restrict Permission option, you will see the first set of dialog (shown in Figure 6.10).


http://www.accessdata.com
http://www.lostpassword.com

156 | CHAPTER 6 SHARING AND REVIEWING OFFICE FILES

Figure 6.10 | Service Sign-Up A
You are asked if you o
want to sign Up fOI’ the Introducing the Information Rights Management Service D%
trial service. If you say
no, you cannot select e o e e e

D servers, For Mirosaft Office users without access to one of these servers, Microsoft provides a free trial IRM
Next, so it’s really not e
a choice if you want to
move forward If you choose to use this free trial service:

- You must use a Windows Live ID to use this service.

- Your documents and e-mail messages will never be sent to or stored at Mirosoft. When using the
service, your credentials and the rights information for the document or message with restricted
permission are sent to the service, but not stored.

- Should Microsoft decide to end this trial, recipients wil have access to restricted documents and e-mail
for atleast three months, as long s their Windows Live ID accounts remain active.

Microsoft will never decrypt content protected by this service unless required to do so by a valid court
order.

Do you want to sign up for this trial service?

O fres, I want to sign up for this free trial service from Microsoft]

() No, T do not want to use this service from Microsoft

Learn more about this free trial service from Microsoft

Next, you will be asked if you have a .NET Passport (shown in Figure 6.11). If not, you will
have to create one.

Figure 6.11 ‘-Windows Rights'Management

Microsoft wants to ver- Welcome to the Windows RM Account Certification Wizard

ify that you have the By
. This wizard helps you download a Rights Management (RM) account certificate that enables you to [.L I
proper credentials. view restricted content. :

]

In order to download an RM account certificate to view restricted content, you must have a
Micrasoft .NET Passport. This wizard uses your .NET Passport to create the certificate,

1f you have a Hotmail or MSN e-mai account, you already have a .NET Passport.

Do you have a .NET Passport?
" Yes, Thave a .NET Passport.

" No, Tdo not have a .NET Passport, and T want to register for a .NET Passport now.

Help | Privacy Policy
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In Figure 6.12, you see you are asked to confirm your email.

Figure 6.12
Confirming your email
is important because
your passport email
may not be the one
you want to use for
your IRM.

In Figure 6.13, you are asked whether you want a standard or temporary certificate. For
testing, you might choose temporary, but if you decide you want to continue using this fea-

‘“Windows Rights Management

Specify Your E-Mail Address

Your e-mail address is required to create the RM account certificate. ['f7I

Type the e-mail address that you used to sgnh to Microsoft JNET Passport. This wizard uses your e-
mail address to create the RM account certifical

E-mail address:

Example: someone @example.com

For more information about your privacy and the Microsoft privacy policy, cick Privacy Policy.
If you want to download an RM account certificate for a different .NET Passport, click the Back
button.

Helo | Privacy Policy

Back Next Cancel

ture in the future, you might want to select Standard.

Figure 6.13
Standard or
Temporary
Certificate—that's your
decision; test it out
and see what you
think.

I“‘Windows Rights Management

Select Certificate Type
Wy

You can dowrload either a standard or temporary RM account certificate. "’, !

Wihat type of certificate do you want to download?

" Standard

This certificate enables you to create, view, and use restricted content on your computer. If you
want to continue using restricted content after the certificate expires, you can renew it.

@ Temporary
This certificate enables you to open restricted content for  limited time. Select this option if you
need to use the certificate only once or if you are using a public computer. After the certificate
expires, you can continue to view and use restricted content that is already open on the
computer, but if you want to create or open other restricted content, you must run this wizard
again to download another certificate,

You are currently signed in to Microsaft .NET Passport as
If you want to download an RM account certificate for a different .NET Passport, click the Back
buttan. To learn more about certificates, dick Help.

Help | Privacy Policy
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Finally, you’ll get a screen that says you have completed the setup. Then you can see the dif-
ferent settings you can configure for your documents (see Figure 6.14).

Figure 6'1_4 fPermission

You add email

addresses to ensure Enter the e-mail addresses of users in the Read and Change boxes (example:
that these documents i M Sl e S Gt
are conflrmed against e | v
their email.

Users with Read permission can read this
document, but cannot change, print or copy
content.

& change... ‘ | 8

Users with Change permission can read, edit and
save changes to this document, but cannat print
content.

T ===

As the author of a document, you have full control over it. To set access rights for other peo-
ple, go to your Review ribbon and select Protect Document for your options. Choose one of
the following three options:

m Unrestricted Access—This option means anyone can perform any action with the file,
subject to any other restrictions (such as password protection) that you’ve set.

m Do Not Distribute—This option prevents anyone from attaching the document to an
email message.

m Restrict Permission As—This option allows you to set further options, including con-
trol over whether the document can be printed or copied. You can also set an expiration
date, after which the document no longer opens for anyone except its author.
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WHAT Is THE OFFICE TRUST CENTER?

Oftice 2007 has a Trust Center to assist you in modifying your security and privacy settings.
From the past, you might recall security settings such as Very High, High, and so on, but
now the entire security system has received a badly needed makeover. It’s time we take secu-
rity seriously.

"To open the Trust Center (in Word, Excel, PowerPoint, and Access), you select the Office
button, the Options (for whichever program you are in), and then select Trust Center, and
Trust Center Settings.

"To open the Trust Center in other Office 2007 applications (Visio, Outlook, Publisher, and
InfoPath), go to Tools and choose Trust Center.

USING THE OFFICE TRUST CENTER

When you first open the Trust Center settings, you are going to be initially unimpressed. As
is often the case, those items that protect us the most don’t necessarily come with pretty
wrapping. The Trust Center is not like a cool designed application. There is no eye candy to
wow us. But it has functionality on its side—no doubt Microsoft will add to it and dress it up
a bit in future Office versions...after we have established security.

Each setting is different, so we will start at the top and work our way down to cover each
one.

DEFINING TRUSTED PUBLISHERS

If this setting had been renamed “Defining Trusted Developers,” you would instinctively
know what it was. Using the word “publishers” confuses us. But a publisher, in this sense, is
a developer who has created a macro, an ActiveX control, an add-in, or some other applica-
tion. To protect us from running code that isn’t safe, that code needs to meet certain specifi-
cations, such as a valid and current digital signature combined with a Certificate Authority
that validates the signature.

What happens if you try to run code that doesn’t have all this? You get a security warning
that lets you know that settings have been disabled, as you see in Figure 7.1.

When you get a security warning like the one shown in Figure 7.1, you have options that
allow you to keep the macro disabled, enable the macro, or trust the publisher explicitly.
Enable the macro if you trust it, but trust the publisher only if you are sure that you can
trust explicitly for other macros in the future.

If you don’t see the option to trust, that’s possibly because there is no certificate involved.
You either trust the content or not, but the developer doesn’t have an established relation-
ship with a CA to vouch for them. In cases where you aren’t sure, or you receive warning
that the signature isn’t valid or out of date, you should not enable the content.
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If you do choose to trust the publisher, that information will show up in your Trust Center
under Trusted Publisher. If you want to remove the publisher at some time in the future,
select it and choose Remove.

"To view the certificate connected to the publisher, go into your trust center, choose Trusted
Publishers, and then select the publisher you want to view and choose View.

DEFINING TRUSTED LOCATIONS

Let’s face it, the heading here sounds a bit 007-ish. “I’ll meet you at the trusted location for
the drop off.” Well, sorry to bring us back to reality, but these locations are generally folders
on our disks or on the network that we trust. Essentially, this means we can open files from
that location without the Trust Center getting involved.

You may be wondering why you would want to open a file without the Trust Center protect-
ing you. Perhaps you have files that you know are running macros that are not from a
trusted source. You want to open them without the interference, and you don’t want to alter
your security settings for these documents. So, you put them in a folder and trust that folder
location.

Some locations are trusted by default. For example, the location of your Microsoft
Office\Templates and your Microsoft Office\Officei2\Startup files are both pretrusted
folders (as you can see in Figure 7.2).
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Figure 7.2 Trust Center

Predefined trusted [ TrunedPubber —

locations are helpful. [ —— P s e i g il o lecsen s
And you can add more aidin T e Dt s
if you like. AcaSuingt Jsizaten

Word 2007 (£ Temgpistes
Word 2007 (Beta) defautt Iocation: Application Templates
Word 2007 (Beta) default location: Statlp

Meszage Ear

Privacy Options

Path: c:
Description:  Werd 2007 {Beta) default location: User Templates

Ternplate,

Duate Modifind:
SubFolders  Disaliowed

[ Al Trussted Lestations an sy retwerk (not iscommended]
[C] Disable il Trusted Locations. Only files signed by Tronted Publichers wil be trusted,

o] Cam

With trusted locations, it’s logically safer if the folder is located on your personal system, if
you have password protection on your system. The reason it’s stronger than a network loca-
tion is because the first rule of protection is access. A network share is accessible by out-
siders, but your personal system is not (hopefully). The key is to have your security settings
configured, your firewall on, no backdoor applications running—and a strong password.

TIP FROM

Microsoft recommends in its Help files that we not designate the entire My Documents
(or just Documents in Vista) folder as trusted, because this could leave a hole open for
é@(‘- /dé attack. Better to make a subfolder trusted.

"To add a trusted location, go to those settings within the Trust Center and click Add New

Location. Type the path or browse for it. You can select to allow subfolders as well and add a
Description if you choose.

You can remove that location or change it in the same location that you created it.

CONTROLLING ADD-INS AND ACTIVEX CONTROLS

When you initially look at the settings here, there isn’t much to be overly concerned about.
Some shy away from securing their systems out of fear of the tools themselves. But notice in

these settings how little is required of you. With a little bit of knowledge, you can make wise
choices to secure yourself.
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First off, what are add-ins? Basically, they “add” into your current applications. You can
install an add-in to an Office application that will give you greater capability. For example,
by default you cannot convert your documents to PDF, but you can download and install an
add-in that will give you that added functionality. To start off, you might want to see what
add-ins you currently have. "To do this, go to your Options and choose Add-Ins (shown in

Figure 7.3).
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You will note several types of add-ins:

m Active Application—Shows the extensions that are running currently in your Office

application.

m Inactive Application—Shows add-ins that you have on your system but that aren’t

running at the moment.

® Document Related—Shows template files that currently opened documents have ref-

erenced.

m Disabled Application—This area would show any add-ins that had to be disabled

because they were causing problems in Office.

Where does the Trust Center help us? If you go to
Ins settings, you’ll notice only a few options.

your Trust Center and select the Add-

The basic problem with add-ins is that they can contain harmful content and you wouldn’t
know it until after it was already installed. The Trust Center will challenge add-ins that
aren’t from a trusted source (if you want it to). None of these settings will change until after

you close the application and reopen it.
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Figure 7.4
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Here are the options you can set and what they mean:

m Require Application Add-ins to Be Signed by Trusted Publisher—We discussed
the benefits of this earlier. If the Trust Center looks for a trusted digital signature from
a trusted Certificate Authority, the add-in will install with no problems. This ensures
that the add-in came from a trusted source and that the add-in was not tampered with
in any way between the developer and your system.

m Disable Notification for Unsigned Add-ins (Code Will Remain Disabled)—This
option is grayed out by default, unless you select the option above it. Sometimes, some
portions of the add-in are signed, but the .d11 files called on by the add-ins are not.
These will be disabled.

m Disable All Application Add-ins (May Impair Functionality)—This option is self-
explanatory. If you need to stop all trust of add-ins, this will do it.

Outlook has similar features, but to access them you have to go to the Trust Center from the
Tools menu. Under Macro Security, you will find various options to allow/disallow macros.
These can be applied to Add-ins.

TRuUST CENTER—ACTIVEX CONTROLS

Back to the normal first question—what is an ActiveX control? Don’t feel ashamed to have
to ask. Many, many computer experts use terminology all the time without knowing what
the terms really mean. Let’s fix that for you now.

An ActiveX control can be a text box, a toolbar, a dialog box, or a website application
or...have we cleared this up yet? Basically, ActiveX controls piggyback off other application
functionality. They don’t work with every application, but with Internet Explorer (not
Firefox) and Office, these controls are created by developers, using Microsoft proprietary
tools, to run with Microsoft applications. Why are they dangerous? Because they are, as
“they” say, COM objects, which mean that they have unrestricted access to your computer.
Now why would anyone, especially Microsoft, create such a dangerous concept? Well, some-
times to be the best, you want your tools to perform the best. Tools that can reach down and
grab the most amount of power will shine—and will leave a dangerously gapping hole in your
security. For this reason (and others), Firefox and other alternative Internet browsers pulled
many away from Microsoft’s Internet Explorer. Internet Explorer 7.0 has some increased
functionality to protect against ActiveX components by disabling them from running.
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So, how do we protect ourselves from these powerful, yet dangerous, applications?

If you look into your Trust Center and choose ActiveX Settings, as shown in Figure 7.5, you
can see four option buttons. Several things are needed to achieve a safe environment for
ActiveX controls. Your system needs to look for the “kill-bit” for the control. This is a
Registry entry that alerts your system to ActiveX controls that are noted to exploit situa-
tions, and then that control will not be installed or run. The next part in your ActiveX
settings that is needed relates to the control being marked as Safe for Initializations. The
developer establishes this setting and the Trust Center will check to see whether it is safe or

unsafe.
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Let’s review all the settings in Figure 7.5:

m Disable All Controls Without Notification—Obviously, the safest way to stop all
ActiveX controls is to completely turn off their ability to function. If you try to open
one, you will see a red x or a picture in its place.

® Prompt Me Before Enabling Unsafe for Initialization (UFI) Controls with
Additional Restrictions and Safe for Initialization (SFI) Controls with Minimal
Restrictions—The way this option will react depends on whether the document with
the ActiveX control has a VBA project. The whole thing gets complicated at this point,
but the basic thing to remember is that you will be prompted with the Message bar and
will be asked how to proceed.

® Prompt Me Before Enabling All Controls with Minimal Restrictions—This is the
default setting and has differing behavior depending on whether the ActiveX control
has a VBA project. “Minimal Restrictions” means that if any persisted values exist, the
restrictions will apply.

m Enable All Controls Without Restrictions and Without Prompting (Not
Recommended; Potentially Dangerous Controls Can Run)—The reasons why this
is dangerous are obvious if you read any of the preceding information about how pow-
erful ActiveX controls can be. However, if you do decide to enable this setting, you
won’t see the Message bar with any security messages regarding ActiveX controls.

You’ll notice beneath your option button selections that there is a check box called Safe
Mode (Helps Limit the Control’s Access to Your Computer). This enables only SFI controls
in safe mode, meaning the developer has marked the control safe.
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The Kill Bit

We mentioned earlier that ActiveX is powerful and yet very dangerous because of the ability for evil developers
to use it to create spyware and other harmful programs that can attack our systems. You can disable ActiveX
controls from running completely, but that may not be what you want. Another option is for certain ActiveX
controls, called kill bits, that are registered in the Registry, to be disabled. The kill bit is a flag in the Class
Identifier (CLSID) for the control. These CLSIDs are designed to be globally unique, meaning that after you
block a control using the kill bit in the Registry, it's blocked forever (or until someone re-creates the control
with a new CLSID). There are sites on the Internet that are updated often with ActiveX controls that are known
to be spyware. You can use this information to set the kill bit in your Registry so that those controls are never
used.

CONTROLLING MACROS AND VBA PROJECTS

What exactly is a macro? Macros are ways to automate frequent tasks. For example, if the
first thing you do each day is open Word, change some settings, type the same text, format
that text—you could create a template to help you do all that. Or you could create a simple
recorded macro to keep track of everything you do and then save it in Visual Basic code so
that it can repeat it very quickly anytime you run that macro. You can make more advanced
macros by using VBA code. Hackers can also use macros to do certain things. For example,
one day we had a macro in our department that deleted all the letter e’s when you opened a
document. Doesn’t sound too serious, but in 100+ page documents, it could take a long time
to find all those e’s. (We restored from a backup for most of it.)

But VBA macros are much more powerful than that little example. They can spread from
document to document and cost your company time and money.

We have already discussed ways to work with the Security dialog box that comes up in the
Message bar asking if you want to continue when an item, in this case a macro, is found to
be without a digital signature or someone to vouch for it. At that point, it’s your choice
whether to allow it to run.

Figure 7.6 Trust Center
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From the Trust Center, under the Macro Settings, there are options to enhance (or relax)
your macro security, as shown in Figure 7.6. Let’s consider these:
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m Disable All Macros Without Notification—If this option is selected, no macros will
be trusted to run. All macros are disabled. The only exceptions are documents placed in
the trusted locations folders.

m Disable All Macros with Notification—Macros are disabled by default. But you will
be notified each time, and you have the option of saying yes or no to a specific macro-
oriented document.

m Disable All Macros Except Digitally Signed Macros—This allows those macros that
are signed to pass through without the Message bar coming up to warn us. However, if
there is a macro that is not digitally signed, the security Message bar will come up and
ask us what we would like to do.

m Enable All Macros (Not Recommended, Potentially Dangerous Code Can Run)—
With this setting, you are pretty much asking for trouble from any harmful macro virus
that comes your way.

You’ll notice that there is a section called Developer Macro Settings with a check box Trust
Access to the VBA Project Object Model. This option should only concern you if you are a

developer working with VBA objects. You can turn the permissions on or off through this
checkbox.

SETTING MESSAGE BAR AND PRIVACY OPTIONS

The last two settings are less about security and more about personal choice in regard to
what we want to have displayed or shared with others.

The Message bar is your friend. It displays the security alerts that come up when you have a
problem. The Message bar (shown in Figure 7.7) can also be turned off if you don’t want to
see these alerts.

Figure 1.7 Trust Center
Message Bar settings | s Publbers .
within the Trust Tnsted Lecations ,.,_M:,m,‘.,,w
center' Addiie é‘ Never show infeemation abeut blacked content
ActiveX Sattingt
Macra Settings
[memgeesr |
Privacy Opticns

[C] Eneble Trust Center loggrg

ST T

The final settings within your Trust Center relate to Privacy Options shown in Figure 7.8.
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Figure 7.8
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The Privacy Options offer a wide range of options to choose from. Let’s consider what
they are:

Search Microsoft Office Online for Help Content When I Am Connected to the
Internet—This selection ensures that you get the latest help information from
Microsoft when you make a request.

Update Featured Links from Microsoft Office Online—This gives you the most up-
to-date headlines and featured templates from the Internet.

Download a File Periodically That Helps Determine System Problems—This
allows your system to download a file that will work with your diagnostics programs to
determine the cause of crashes and errors that you may be experiencing.

Sign Up for the Customer Experience Improvement Program—This requires no
work on your part, just your permission. If you allow this, Microsoft can collect infor-
mation from your computer to help determine what errors you are facing and why. The
information is collected anonymously, so you don’t have to worry about it being a sales
gimmick.

Check Microsoft Office Documents That Are From or Link to Suspicious Web
Sites—For links within your document, with this setting the application now has the
permission to check for you to see if these links are dangerous to keep.

Warn Before Printing, Saving, or Sending a File That Contains Tracked Changes
or Comments—You may want to eliminate these things from your documents before
you send them to others. You can use the Document Inspector to accomplish this.

Store Random Number to Improve Combine Accuracy—Allows for greater possi-
bility of good results when merging documents that have tracked changes from different
reviewers.
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m Make Hidden Markup Visible When Opening or Saving— This is an option that
relates to tracked changes to allow you to see if any tracked changes are still left in a
document so that you can remove them.

m Remove Personal Information from File Properties on Save (Disabled)—Allows
for greater possibility of good results when merging documents that have tracked
changes from different reviewers.

In addition to these options, within the Privacy options you have a Research & Reference
section. There are only two buttons present: one for Translation Options (which allows you
to select languages available for your bilingual dictionary and for your document translation
tools) and the other for Research Options (which allows you to select which reference books
will be available to you in your research tools.

You may not see each of these options in every application, but in Word you can see the
most options available.

INSTALLING AND MANAGING ADD-INS

We discussed protecting ourselves from add-ins, but let’s discuss how to install these. It’s not
difficult, just a little obscure. To find the location of the installation point, select your Office
button, click Word Options, and then select Add-ins. From here, you choose Word Add-ins
from the Manage list and click Go.

A dialog box will open up (shown in Figure 7.9). From the Templates tab, under Global
Templates and Add-ins, select the check box next to the template you want loaded. If you
don’t see it, then click Add, switch to the folder that has what you want, and click OK.

From within this same location, you remove add-ins from your documents.

F'g“.’e 79 'Templates and"Add-ins
Installing templates
and add-ins. Templates | XML Schema | XML Expansion Packs || Linked cS5 |

Document template

[normal | L;%Emf.qf.".._ ]
[ Automatically undate document styles

Attach to il messages

Global templates and add-ins
Checked items are currently loaded.

Full path:
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BACKUP AND RECOVERY OPTIONS

You should always make it a point to back up your documents. It’s a good idea to make regu-
lar copies to either disk or an alternative hard drive. If your data is extra sensitive, you
should consider saving backup copies in another location in case of a local disaster.

There are a few things you can do to assist you in working with files so that you do not lose
your data. One is to have files that are on a remote server stored locally while you are work-
ing on it. The benefit of this is that in the event you lose your network connection, the doc-
ument isn’t lost. To do this, open your Word Options, choose Advanced, and in the Save
section choose the Copy Remotely Stored Files onto Your Computer and Update the
Remote File When Sharing box.

You can tell Word to save a backup copy of the same document you are working on each
time you save your document. The backup of the document actually has the same name as
the original but it says backup of <original name>. You set this in the same Advanced set-
tings as mentioned previously. Select Always Create Backup Copy. Every time you save the
document, it will save over the previous backup copy.

Sometimes you have files that have been damaged and you want to recover the document. You
can open a document using the Open and Repair option. You find this option when you go to
open a document, select the document you want to open (but do not double-click it to force it
to open), then select the arrow button next to the Open button, and choose Open and Repair.

One tool that helps in recovering documents that are saved for the 97-2003 file format is
the Recover Text from Any File option. The document may be damaged, but you can
recover your text at least. To do this, you need to make sure the setting Confirm File
Format Conversion on Open is on. You find this under the General section of the Advanced
settings in your Word Options. You also need to make sure that the Recover Text Converter
is installed from your Add/Remove features for this to work correctly.

Finally, we’ve already discussed the Office capability to make automatic backup copies at
preestablished time intervals. This means that if your Office application crashes, or your sys-
tem crashes, your documents will be brought back to you from recovery. You will be shown
a Recovery task pane that allows you to choose the document and specify whether you want
to save the recovered one or go back to the original.

PROTECTING PERSONAL INFORMATION

Don’t you wish sometimes that you could take back what you said? Well, as the southern
scholar Scott Grey once said, “You cannot un-ring a bell.” Once it’s out there, it’s out. Now that
may be true with our words, but it shouldn’t be the case with our written words. We send out
only what we have prepared and altered, reread, edited, spell checked, sent through an editing
committee, and so on; our documents should be the ultimate completion. And yet many times
we send out work that contains personal information, tracked changes, hidden parts—not only
to our embarrassment, but sometimes to the embarrassment of our entire firm.

We must protect our personal information and the personal information of the company.
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WHAT'S THE RISK OF SENDING OUT PERSONAL INFORMATION?

Let’s just consider tracked changes. These allow a person to vent a little. They can perhaps
add some comments, speak openly, and so on; it’s liberating. Unfortunately, if you don’t
remove all of these comments and changes, they go with the document when it gets emailed

offsite.

In addition, your document might contain your name, your computer’s name, comments you
made regarding the document in the document properties, names of others who have
worked on the documents, and so on.

On the surface, none of that information should be too damaging. But if you gave some of
that information to Kevin Mitnick (the guru of social engineering, or the king of the con-
men, whichever you prefer), he would tell you that you are just begging to have your iden-
tity stolen or some other form of identity manipulation problem. That’s because with some
of that very basic knowledge, such as your name and computer, a social engineer can accom-
plish a world of trouble.

INSPECTING OFFICE DOCUMENTS

The solution is simple: the Document Inspector. It first examines the document to deter-
mine whether you have hidden data that you might want removed, and then it presents you
with the option of removing that data.

If you go to the Office button and select Prepare and then Inspect Document, you might see
a message that tells you to save your document first. Select Yes if this message appears, and
then you will see your options, shown in Figure 7.10.

Figure 7.10
Document Inspector
will check through
your document for
metadata, revision
marks, headers and
footers, watermarks,
and so on, unless you
specify otherwise.

‘Document Inspector

To check the document for the selected content, dick Tnspect.

Comments, Revisions, Versions, and Annotabions|

Document Properties and Personal Information

Custom XML Data
Tnspects for custom XML data stored with this document.
Headers, Footers, and Watermarks

Hidden Text
Inspects the document for text that has been formatted as hidden.

Inspects the document for comments, versions, revision marks, and ink annotations.

Inspects for hidden metadats or personal information saved with the document.

Inspects the document for information in headers, footers, and watermarks.

Select the Inspect button to get the process started; it should take no time at all for
Document Inspector to return with the results.
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SCRUBBING PERSONAL DETAILS FROM A DOCUMENT

The results from a document sweep are shown in Figure 7.11.

Figure 7.11 Document Inspector
The inspection results Review the inspection resits.
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The follwing e were s
*Footer:
HEadn:rssaﬂd footers may indude shapes such as watermarks.
@ Hidden Text
No hidden text was found.
/#, Note: Some changes cannot be undone,

As you consider the results, you can select Remove All for different parts of the document.
Or you can choose to reinspect the document itself.

After you have removed all the hidden data, the document is ready to be sent out without
fear of that information being shared with others.

TROUBLESHOOTING

THE MESSAGE BAR Is NOT YOUR ENEMY

That security error kept popping up and I finally bad someone turn it off. Now I cannot seem to get
certain features to work in my Access database, and I cannot tell it to use the macros. What do I do?

Most likely your Message Bar settings from within your Trust Center have been set to not
show you messages. So, even if there is a problem, you are unaware. Try going back into
your Trust Center and turning your message settings back on.

DOCUMENT INSPECTOR—JUMPING THE GUN

We are in the middle of multiple revisions on this incredibly important document. 1 send it to Bill and
when be sends it back, it’s missing everything! All the comments, revisions. How do I get it back?

First off, ask Bill if he has been playing with the Document Inspector. If you put it to work
before you are done, it will prepare the document for being sent out. Your next option is to
check your sent items and find the document you sent. It should be available to you within
moments. If that’s been deleted somehow, in this case go find your latest backup. In the
future, make sure your staff knows not to use the Document Inspector before it’s time. Best
practice is to save a copy of your document and remove the metadata and personal side from
the copied document.
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SECRETS OF THE OFFICE MASTERS: BACKUP AND
RECOVERY BASICS

In a small to large organization, usually the network administrator will worry about backing
up your data. It’s his responsibility to ensure you have everything covered in case of emer-
gency. The data is backed up and a plan is in place to restore it quickly if necessary.

But what if you don’t have a network admin taking care of this for you? You might work
from home, working with many important files. Consider one woman named Donna who
works from home, editing videos from weddings and parties into a final product that she
sells to the family. These are large files that need to be backed up, not only in case of drive
failure, but in case of disaster striking (fire, earthquake, and so on). Data is money, so it’s
important to have a plan in mind for backing up and recovering your data.

To start with, you need to decide if you want to do a full backup each night. This is called a
Normal backup (or Full backup). You basically get a copy of all your data to some backup
medium, which could be an external drive, a DVD, or even a tape drive if you have one.

If you are working with really large files and your backup window isn’t big enough, you
don’t have to do full backups each night. You could take one full one each week and then do
incremental backups each day during the week. (Note: your backup window is the time you
have from when work stops one night to when it begins again the next night.) An incremen-
tal backup only backs up data that has changed that day, so it’s shorter than a full backup.
Each day, however, it increments so that it backs up all the data since the last full backup.
This means that if you do a full backup on Friday and then an incremental one on Monday,
Tuesday, and Wednesday, and then the system crashes Thursday morning, you just have to
restore the full backup from Friday and the last incremental backup. To perform a real
backup (as opposed to a copy backup, where you just copy all your documents), you need
backup software. Depending on the version of XP or Vista, you may have it automatically.
But it’s necessary to perform true backups. You could also search online for a variety of
backup solutions for your home office.

In addition to backups, you should consider the tips given in this chapter to help you to
recover your Office files from any kind of crash. Backups keep you “up to the last backup”
prepared for trouble. Some of the options in Office keep you prepared “up to the last auto-
matic recovery save” of your data. So, keep that in mind when you are working.

In the end, nothing is better than remembering to click that Save button every chance
you get.
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WHAT'S NEw IN OUTLOOK 2007

Believe it or not, Outlook is now more than a decade old. The first version of Outlook was
released in 1997, and 10 years later only the bare bones of that debut release are recogniza-
ble. With each revision since its introduction in Office 97, Outlook has undergone wholesale
changes. But despite those changes, it has retained a rich collection of shortcomings and
idiosyncrasies that have made it difficult to set up and that have been a source of endless
frustration for support professionals and (ahem) computer book authors.

Today, Outlook still has inconsistencies and annoyances, but its core features work excep-
tionally well, and for many it’s the centerpiece of Office. Outlook does email, of course, and
much, much more: Its capability to integrate and synchronize calendars, contacts, tasks, and
email on individual computers, handheld devices, and corporate networks makes it an indis-
pensable tool for anyone who wants to get organized and stay that way.

If you skipped over a revision or two on your way to Office 2007, you’ll see a lot of the
changes that were new in Outlook 2003, including the customizable Navigation pane
(replacing the old Outlook Bar), search folders that automatically find messages based on
criteria you define, and built-in junk mail filters. What’s new in Outlook 2007? Here’s a par-
tial list of the features, security improvements, and usability enhancements you’ll find:

m The new To-Do List, which appears along the right side of the main Outlook window
when you view email, contacts, or tasks, displays an integrated list of everything you
need to do today, tomorrow, or anytime in the future, including tasks, appointments,
flagged messages, and notes.

m The window for composing and reading email messages uses the new Ribbon
interface, making it much easier to find common tasks that were previously buried in
obscure menus.

m Procedures for connecting to an email account are dramatically simpler. In many
cases, you don’t need to know a single detail about server names or ports—Outlook
does the configuration automatically when you supply your email address and password.

® An Instant Search box at the top of every window allows you to find messages, con-
tacts, and appointments in moments. You can also create complex searches and save
them as search folders.

m Color-coded categories and task flags replace the Follow-up flags introduced in
Outlook 2003. You can customize the list of categories, apply them to any type of item,
assign dates and time for follow-up reminders, and see the results in the To-Do List or
in custom views.

m When you receive one or more file attachments in an email message, you can now pre-
view them directly in the Reading pane, without having to open a separate window.

B Junk email filters are greatly improved, and a new phishing filter protects you from
scammers trying to deceive you into entering passwords and credit card numbers at
counterfeit websites.
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®m You can use Outlook to automatically gather information from websites and blogs that
use web feeds in RSS format.

m The design of the main Outlook window is overhauled. You can collapse the
Navigation bar and To-Do Bar into thin strips along either side of the screen, leaving
the majority of the screen available for the items you’re working with.

A few things are missing in Outlook 2007. We'll point out some of them as we go along,
but the most noteworthy change is that you can no longer remove Word as the editor
for Outlook email messages. In previous versions, you could choose a lightweight
Outlook message editor in place of Word. No more.

If you’re new to Outlook, we recommend that you read the five chapters in this section from
start to finish to help you master the complex and sometimes confusing Outlook interface. If
you consider yourself an Outlook expert, we recommend that you skim this section and pay
special attention to our instructions for customizing the new Outlook interface. You may
find that some of the annoyances and pet peeves that plagued you in earlier Outlook ver-
sions have been fixed, and our in-depth explanations should help you uncover valuable fea-
tures you might otherwise overlook.

In this chapter, we introduce the Outlook interface, with a special emphasis on features that
are new in Outlook 2007, and we explain how to use features that are common throughout
Outlook. In Chapter 9, “Reading, Writing, and Organizing Email,” you’ll find our advice on
the smartest ways to work with email—including step-by-step instructions for setting up
new accounts and customizing rules and desktop alerts. Chapter 12, “Outlook Security and
Privacy,” contains extensive information about blocking spam, preventing attacks from hos-
tile file attachments, and protecting your privacy; it's a must-read for anyone who uses

Outlook.

USING AND CUSTOMIZING THE OUTLOOK INTERFACE

Outlook stores all information in a flar-file database—a simple list. In Outlook parlance, each
record is an #temz, and the type of item—email message, contact, appointment, and so on—
defines which fields are available for entering and displaying information. Each of Outlook’s
default folders displays items of a single type, and you can create new folders as well.

M In early versions of Outlook, the left side of the program window was reserved for a pane
that you could toggle between the Outlook Bar (a list of folder icons) or an Explorer-style
folder list. In Outlook 2003 and 2007, the left side of the screen is occupied by a customiz-
able Navigation pane, the contents of which change dynamically based on which of seven
navigation buttons you’ve selected from the bottom of the pane. In Outlook 2007, each of
these regions can be individually resized or collapsed using the double arrows at the right of
each section heading. Figure 8.1 shows all these interface elements.
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Navigation pane

CUSTOMIZING THE NAVIGATION PANE

As we noted earlier, the contents of the Navigation pane change, depending on which but-
ton you've clicked from the list at the bottom of the pane. Click the Mail button, and you’ll
see all mail folders plus a short list of user-definable Favorite folders. Click the Calendar
button, and the top of the Navigation pane displays a month calendar for the currently
selected date, with clickable links below it to add shared calendars from other users on a cor-
porate network or on Microsoft’s Office Online service.

At most screen resolutions, you can leave the Navigation bar visible with no ill effects. If you
find it distracting, however, or if it keeps you from seeing enough items in a particular view,
click the double arrow to the right of the heading for the current section. This collapses the
Navigation bar into a thin strip on the left. Click the bar to display a pop-out navigation aid
that you can use to move to a different email folder (as in Figure 8.2) or choose a different
date in the Calendar folder.
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Want to hide the Navigation pane completely, so that not even the slim Minimized view

shows? You can use the pull-down menus—View, Navigation Pane, Off—to make the pane
é@(’- /Mdﬁ go away completely. Use the same menus to bring it back, or learn the keyboard short-

cut, Alt+F1, which cycles among the three views: Normal, Minimized, Off.

By default, the buttons on the Navigation pane use a disproportionate amount of space,
potentially cutting into space you might prefer to use for viewing and switching between
folders. Although you can’t make these buttons disappear completely, you can tweak the
button list so that it takes up only a single row. You can also change the order of buttons
and hide buttons for views you never use. Use any or all of the following techniques to
tweak the Navigation pane:

m To expand or shrink the list, click and drag the handle just above the topmost button. As
you shrink the list, buttons that previously had their own row appear in a button bar
across the bottom of the Navigation pane.

® To add or remove buttons from the list, right-click any visible button (or click the dou-
ble-up arrow at the right side of the list) and choose Navigation Pane Options. Select or
clear the check boxes to the left of each item to show or hide that button.

m In the same dialog box, select any item and click Move Up or Move Down to change
the order of buttons.

m To display a list of currently available views for the selected folder on the Navigation
pane, choose View, Navigation Pane, and click the Current View Pane option. This set-
ting is separate for each folder, so you can have views on for Contacts but off for the
Calendar folder.

m Click and drag the thick black separator bar to the right of the Navigation pane to make
the pane larger or smaller.
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Figure 8.3 shows the Navigation pane after shrinking the button bar to a single row. The
large, bold labels for each button are gone, although clicking the icon for each button in the
list still switches to that folder. This view is especially useful if you have a large number of
mail folders and you want to avoid constantly having to scroll through the folder list.

Figure 8.3
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Five of the buttons at the bottom of the Navigation pane correspond to different types of

data: Mail, Calendar, Contacts, Tasks, and Notes (the Journal button is disabled by default).
The Folder List button displays all available folders, regardless of their data type; select this
view if you prefer to navigate between folders using a no-frills, Explorer-style interface. The
Shortcuts button is unlike any other, as we explain in the next section.

If the full list of folders provides too much detail and you prefer to build a pane filled with
only those folders that you use the most, click the Shortcuts button. In this view, you can

build a custom list of shortcuts and arrange them in any order. You can add shortcuts to any
or all of the following items:

® Outlook folders—Click the Add New Shortcut link to choose an existing folder con-
taining any type of item. Use this same technique to select a search folder, such as

Unread Mail.

=> For more information about Search Folders, see “Creating and Using Search Folders,” p. 248.

B Web pages—As with previous Outlook versions, you can drag any Internet shortcut
and drop its icon on the Shortcuts group heading (not the large Shortcuts section head-
ing at the top of the pane) or onto the heading for any additional groups you’ve created.
Clicking a web shortcut opens the web page in the contents pane of the Outlook pro-
gram window. This option is especially useful with SharePoint sites.

® Programs—Drag any program shortcut onto the Shortcuts list to give you one-click
access to that program. The program opens in its own window, just as if you had clicked



a shortcut on the Start menu or the desktop. Enhanced security settings in Windows
Vista will cause one or more error messages to appear each time you try to open a pro-

gram this way.

m Files or folders—Drag a file or folder shortcut from Windows Explorer and drop it
onto a group heading. Clicking a file shortcut opens the file in the program with which
it’s associated (with one or more security warnings in Windows Vista); clicking a folder
shortcut opens Windows Explorer in its own window (not in the Outlook program win-

UsSING AND CUSTOMIZING THE OUTLOOK INTERFACE

dow) and displays the contents of the folder.

At any time, you can click the Add New Group link. Give the group a name, and then drag

existing shortcuts into the group to reorganize the list. Figure 8.4 shows a customized

Shortcuts pane.

Figure 8.4
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CUSTOMIZING THE TO-DO BAR

By default, the To-Do Bar is hidden when you first start Office 2007. To make it visible,
choose View, To-Do Bar, Normal (or use the keyboard shortcut Alt+F2). Like its counter-
part on the other side of the screen, the To-Do Bar has three modes—Normal, Minimized,

and Off—which work the same as with the Navigation pane.

CUSTOMIZING THE READING PANE
The Reading pane displays the contents of the currently selected item. Choose View,

Reading Pane to see the limited options—you can position the pane on the right or bottom,
or choose Off to hide it. The Reading pane is available in every Outlook folder and can be

configured separately for each folder.

| 183
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For most configurations, having the Reading pane on the right is most conducive to pro-

ductivity. With the message list to the left of the Reading pane, you can use the arrow
é@(’- /dﬁ keys to scroll quickly through a list of unread messages and in many cases read their full

content in the Reading pane. Placing this pane on the bottom makes sense if you are
working with a limited screen resolution (1024x768 or less) and you want both the
Navigation pane and the To-Do Bar visible at all times.

MANAGING OUTLOOK DATA FILES

As we mentioned earlier in this chapter, Outlook is, at its core, a flat-file database. When
new mail arrives, or when you create and save a new item in one of Outlook’s default folders
(Contacts, for example), Outlook adds the new item to the location specified as the default
data file (in previous Outlook versions, this was sometimes called the primary store). That
location might be a local file, or it could be a set of folders on a Microsoft Exchange Server.
The exact location depends on how you (and, in some cases, your network administrator)
have configured Outlook. In most of the examples in this book, we assume that your default
data file is a Personal Folders file (with a .pst extension) stored on your local PC.

Outlook 2007 incorporates several key changes to data file formats that were introduced in
Office 2003, as we explain in this section.

How OUTLOOK STORES DATA

A Personal Folders file is the basic storage format for a single user’s data. These files use the
extension .pst. When you configure Outlook for use with one or more Internet-standard or
HTTP email accounts (no Exchange servers), Outlook creates a single Personal Folders file
called outlook.pst and stores it in your user profile, along with a handful of other files that
contain settings and preferences. This file holds all Outlook data—messages, attachments,
the Contacts and Calendar folder—the works.

Where are your Outlook data files and settings stored? For a remarkably complete listing

of these locations, open the Help system and search for the topic “Where does Outlook
é@(’- /dﬁ save my information and configurations?.” Unless you change the default settings, your

Personal Folders file is located in a hidden folder within your user profile. You can open
this folder directly by entering sappdata%s\Microsoft\Outlook (be sure to include
the percent signs) in the Run box, in the Address bar of Windows Explorer, or in the
Search box in Windows Vista.

If Outlook is running, you can open this folder directly: Choose File, Data File
Management, and then click the Open Folder button. If Outlook is installed but not run-
ning, open Control Panel, double-click the Mail icon (in Category view, you'll find this
option under User Accounts), and click Data Files.
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In this configuration, the Personal Folders file is the primary store: New messages are deliv-
ered to the Inbox in that file, and all other default Outlook folders are stored there as well.
If you connect to an Exchange Server, a Personal Folders file is optional. Regardless of your
email configuration, however, the file format is identical.

Even if your main mail account is on an Exchange server, we highly recommend that you
create a Personal Folders file and save it on your computer. You can move email mes-

é@(’- M sages and other items off your server, where the network administrator typically imposes
limits on the amount of space you can use, and guarantee that you have quick, easy
access to email archives. Of course, doing so means you won't be able to access those

items remotely using Outlook Web Access, and it might violate your company’s email
retention policies. So check with your administrator before you try this.

If you connect to a Microsoft Exchange Server, Outlook creates one (and only one) Offline
Store file and stores it on your computer. This file type, which uses the extension .ost,
closely resembles a Personal Folders file.

Items in an Offline Store file can be synchronized with your primary store on a Microsoft
Exchange Server. When you’re connected to the server in Cached Exchange Mode (the default
setting for modern versions of the Exchange Server software), Outlook automatically compares
the items on the server with those in your Offline Store file and adds, updates, or deletes items
in both places so that they always contain the same information. This enables you to read and
compose email or other items when the server is unavailable—for example, when you’re sitting
in an airplane seat reading mail on a notebook computer. When you connect to the server via
remote access, or when you return to the office and reconnect your notebook computer to the
network, Outlook automatically transfers changes in both directions.

In highly managed corporations where administrators are concerned about security
and/or local storage space on users’ computers, Outlook can be configured to connect to
a Microsoft Exchange Server without an Offline Store folder. In this setup, you access
mail and create calendar and contact items by connecting directly to your Mailbox fold-
ers on the server. If you lose the network connection, you lose all access to your data.
We do not cover this rarely used option in this book.

MANAGING YOUR PERSONAL FOLDERS FILE

The Personal Folders file that serves as the default destination for incoming email messages
must be stored on your local hard drive. You can also create additional Personal Folders
files, store them on a local drive or on a shared network drive, and access data in these files
along with the data in your primary store. In this configuration, the additional Personal
Folders files are defined as secondary data files. Outlook does not save new items directly in
these files, but you can move items into a secondary store by dragging and dropping them
from your primary store, or you can define rules that automatically move incoming mes-
sages into the secondary store based on their content.
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To back up your most important Outlook data, all you have to do is copy your default
Personal Folders file. The best way to accomplish this task is with a backup program that
is aware of how and where Outlook stores data. In Windows XP, you can easily back up
everything in your user profile using the Ntbackup program. In Windows Vista, you'll find
one or more excellent backup tools in the Backup and Restore Center, under the System
and Maintenance category in Control Panel. If you have a backup program from a third-
party software developer, check the documentation to see if it can save and restore

Outlook data files.

CHOOSING A DATA FILE TYPE

Beginning with Outlook 2003, Microsoft created a new format for Personal Folders files,
while preserving the capability to create new files and use existing ones in the original
Outlook 97-2002 format. When you choose File, New, Outlook Data File, you see the
dialog box shown in Figure 8.5. What’ the difference?

Figure 8.5
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the latter only if you
absolutely must.

| New Outlook Data File

—

=

Off al Folders File (ost
Outlook 97-2002 Personal Folders File (.pst)

Desaription

Provides more storage capadty for items and folders.
Supports multlingual Unicode data. Not compatible with
Outlook 97, 98, 2000, and 2002,
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m The newer Office Outlook Personal Folders File (.pst) format stores text in Unicode
format, which means it supports multilanguage input. It also allows file sizes to exceed
20GB, with an essentially unlimited number of items and folders.

® The older Outlook 97-2002 Personal Folder File (.pst) format supports only ANSI text
and allows a maximum file size of 2GB with up to 65,535 items and 65,535 folders per

file.

So, which one should you choose? If you are absolutely certain that you will never need to
share a Personal Folders file with Outlook 2002 or earlier, choose the newer Unicode for-
mat. The 2GB limit on file size may sound large, but in practice it’s all too easy to hit that
ceiling, especially with archive files that contain many large file attachments. Select the older
Outlook 97-2002 format only if you need to open the data file in Outlook 2002 or earlier.

To create a new Personal Folders file, choose File, New, Outlook Data File. Choose a file
format from the dialog box. Give the file a name, choose a location, and click OK. You’ll see
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the dialog box shown in Figure 8.6, which allows you to define the top-level name that
appears in Outlook’s Folders List and set compression and encryption options.

Figure 8.6 Create Microsoft Personal Folders =

Outlook uses the e VTR CIGR
name you enter here . |
to identify the top-
level folder for a
Personal Folders file.

Format:  Personal Folders File

Password

Password:

Verify Password:

[ save this password in your password list

T

There's no relationship at all between the filename of the Personal Folders data file and
the text label that appears in the Folders List. If you create a second Personal Folders file

é@ﬁ M that you intend to use for messages from mailing lists, for example, you might choose to
use a filename such as Lists. pst, and then change the top-level folder name to My
Mailing Lists.

After creating the additional Personal Folders file, Outlook automatically opens it. To close
the file, right-click its icon in the Navigation pane (you may need to click the Folder List
button to see its icon). You can also use this shortcut menu to adjust the properties of any
Personal Folders file.

CLEANING UP AND ARCHIVING PERSONAL INFORMATION

Left unchecked, an Outlook data file can grow to mammoth proportions quickly. If your
data file gets too large, you’ll encounter trouble trying to back it up, and if you’re using the
old-style PST format, you run the risk of losing data completely if it hits 2GB. In this sec-
tion, we explain how to keep your mailbox slim and trim. We also list tools and techniques
you can use to prevent and recover from Outlook errors.

The Mailbox Cleanup dialog box, shown in Figure 8.7, is a useful starting point for some
basic housekeeping tasks. Virtually all the options contained here are available from other
menus, scattered throughout the Outlook interface. The advantage of this collection of
shortcuts and buttons is the simplicity of finding them consolidated in one location. To open
it, choose Tools, Mailbox Cleanup.
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Most of the options listed here are self-explanatory. View Mailbox Size, for instance, shows
how much disk space is occupied by each folder in an Outlook data file; if you’re connected
to an Exchange Server, the Server Data tab displays the same information for your Mailbox.
The last option is visible only if you’re connected to an Exchange Server; it allows you to
see and reconcile conflicts between locally stored items and those in the matching folder on
the server.

By default, Outlook automatically moves items out of your Personal Folders file after a speci-
fied amount of time has passed. Using this AutoArchive feature, Outlook checks every item in
your Personal Folders file at regular intervals. When it finds appointments, tasks, and email
messages that exceed the age limits you specify, it automatically moves them to an archive file.
By default, Outlook runs an AutoArchive check every 14 days and looks for any items that are
more than 6 months old. Unless you change the name or location, the archive file is called
Archive.pst, and it’s located in the default folder for Outlook data files. You can also force
Outlook to archive items instead of waiting for its next scheduled archive operation.

Cleaning up and archiving mail folders is easier if junk mail and other nonessential mes-

M sages never get there in the first place. Use the Junk E-mail folder and custom rules to
& ﬁ delete unwanted messages and move others directly into folders as they arrive. The

folder you specify as the destination in each rule can be in a different Personal Folders
file; if you use rules to move messages into different folders in your primary Outlook
data file, you can specify custom AutoArchive options for those folders.

Configuring AutoArchive options in Outlook is a fairly straightforward process. From the
AutoArchive dialog box, you tell Outlook how often you want it to scan your Personal
Folders file (or files) and perform AutoArchive options. Then, optionally, you can adjust
archiving options for individual folders.
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To adjust the default AutoArchive options, choose Tools, Options, click the Other tab, and
click the AutoArchive button. This action displays the dialog box shown in Figure 8.8.

Figure 8.8
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Use any or all of these AutoArchive settings:

m To enable the AutoArchive option, make sure a check mark appears in the Run
AutoArchive Every #nn Days box. Clear this box if you want AutoArchive to run only
when you specifically choose to do so.

m To adjust the AutoArchive interval from its default of 14 days, pick a new number
between 1 and 60 here. Choose a smaller number if you want Outlook to aggressively

manage your data.

m If you want the AutoArchive operation to occur automatically without your explicit
approval, clear the Prompt Before AutoArchive Runs check box.

m Specify a filename and location in the Move Old Items To box. Unless you change this
setting, Outlook creates a new Personal Folders file called Archive.pst and stores it in
the default Outlook data files location, along with your main Outlook data file.

£Oeuly

By definition, the archive file includes data you don't need every day, so it doesn’t make
sense to keep this file open. Clear the Show Archive in Folder List option to keep Outlook
from adding it to your Folder List when AutoArchive runs. If you want to search for an
item in this file, choose File, Open, Outlook Data File (. pst), and select the
Archive.pst file. Then switch to the Folder List to display the contents of individual

folders in the archive file.
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Each time Outlook runs its AutoArchive check, it performs operations on each folder sepa-
rately, using the default settings. To adjust AutoArchive options for an individual folder, click
the Folder List button at the bottom of the Navigation bar, right-click the folder’s icon, and
then choose Properties. The AutoArchive tab of the Properties dialog box (see Figure 8.9)
lets you enable or disable archiving for that folder. (With AutoArchiving disabled, old items
hang around until you choose to delete them.) This dialog box also lets you specify an alter-
native location where you want Outlook to move items (the default is the file you specified
in the global AutoArchive options), or you can choose to delete all items that are older than

Unless you're absolutely positive that you don’t want any archives at all, do not select
the Permanently Delete Old ltems check box. If you set this option as the default, any
message that is older than the specified interval will be permanently and irretrievably
deleted from your email archives when AutoArchive runs. Reserve this option for folders
that contain types of messages you know you won't want to keep, such as time-sensitive

newsletters.

the specified time.

Figure 8.9
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Because items in the Contacts folder do not have a date associated with them, there is
no AutoArchive tab in this folder’s Properties dialog box, and AutoArchive operations do

not affect this folder.
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In our opinion, the default AutoArchive settings make little sense because they assume that
every item should be archived in the same way. Some judicious adjustments to the default
settings can pay off handsomely in helping you save what you really need and toss the
nonessential items. For example, if you never refer to your Calendar folder to look up old
meetings and appointments, you can safely specify that you want to delete these items when
AutoArchiving. On the other hand, if you live and die by email, you might want to keep a
year’s worth of messages in your Personal Folders file so you can search for information eas-
ily. In that case, right-click the Inbox folder, choose Properties, click the AutoArchive tab,
select Archive This Folder Using These Settings, and adjust the Clean Out Items Older
Than nn Months option to 12; then do the same for the Sent Items folder.

Deleting items from your Outlook data files doesn’t immediately recover the space the
deleted items used. Outlook automatically compacts data files in the background, reduc-

é@(’- M ing the total file size, during times when Outlook is idle. After performing extensive prun-
ing, you might want to hasten this process by manually compacting the file. Empty the
Deleted Items folder, switch to the Folder List, right-click the icon at the top of the folder

tree, and choose Properties. On the General tab, click Advanced, and then click Compact
Now.

REPAIRING A DAMAGED PERSONAL FOLDERS FILE

If you begin encountering error messages or suspect that a Personal Folders file is damaged,
a well-hidden Outlook tool called the Microsoft Personal Folders Scan/Repair Utility can
help you set things right in short order. Search your hard drive for a file called Scanpst.exe
(in Office 2007, it’s normally located in %ProgramFiless\Microsoft Office\Officel2).
Double-click the file, use the Browse button to select the Personal Folders file you want to
scan, and click Start. If the utility finds any damage, it asks your permission and creates a
backup before attempting to repair the errors. Note that this process might take several
hours on a large PST file, so be prepared to wait. (Another utility, Scanost. exe, works with
Offline Folder files.)

Personal Folders files are remarkably resilient, but they're not indestructible. If you keep
irreplaceable information, such as important email messages or contact details, in one of
these files, back it up regularly—preferably to removable media (an external hard drive
or writable CD or DVD, for instance) or on a server stored in a different physical location.
You must shut down Outlook before you can copy a Personal Folders file.

CREATING, EDITING, AND MANAGING OUTLOOK ITEMS

When you create, view, and edit items, Outlook uses a variety of standard and custom forms
to control which fields are visible. When you double-click any item, it opens using the
default form for its type. The basic techniques for managing items are the same, regardless
of the item type.
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MoVING, COPYING, AND DELETING ITEMS

To move or copy items between Outlook folders, you can use many of the same techniques
you use to manage files in an Explorer window. After switching to the Folder List view in
the Navigation pane, you can move an item by dragging it out of the Contents pane and
dropping it on the icon for another folder; hold down the Ctrl key while dragging to make a
copy. Or use shortcut keys to cut (Ctrl+X), copy (Ctrl+C), and then paste (Ctrl+V) the item
into the destination folder. Curiously, although Outlook’s pull-down Edit menu includes all
three choices, the shortcut menus available when you right-click on any item (such as a mail
message) don’t allow you to cut, copy, or paste.

5“‘“&”?_,' If you try to move an item into a folder and it opens a new item instead, see “Dragging Doesn't
_\ % Always Move an Item” in the “Troubleshooting” section at the end of this chapter.

Although it’s possible to create multiple folders for any type of Outlook items, you’ll most
commonly use subfolders to manage email messages. To do major message management,
click the Mail or Folder List button at the bottom of the Navigation pane and then drag
messages out of the message list and drop them onto destination folders as you would in
Windows Explorer.

"To move one or more selected messages into folders without using the Folder List, click the
Move to Folder button on the Standard toolbar. This displays a menu showing the folders
you’ve used most recently. If the folder you want isn’t listed, choose Move to Folder from
the bottom of the menu. (This option is also available if you right-click one or more items
to display the shortcut menu.) Click the New button to create a new folder in any open
Personal Folders file.

You can drag any item onto the Windows desktop or into a folder to create a copy of

M that item. This is a convenient way to keep a contact’s personal information at hand or to
é@ﬁ ﬁ keep a copy of a mail message available for ready reference. When you create a copy

using this technique, you create a new file containing only that item. Be careful when
using such a copy, however: Because there is no link between the item you create on the
desktop and the one that remains in Outlook, any changes you make in either place are
not reflected in the other.

To delete items in any Outlook folder, first make a selection, and then click the Delete but-
ton on the Standard toolbar; use the keyboard shortcut Ctrl+D, press the Delete key, or drag
the item and drop it onto the Deleted Items icon in the Folder List.

By default, Outlook saves the contents of the Deleted Items folder until the next time you
archive. To empty this folder manually, right-click its shortcut in the Navigation pane and
choose Empty “Deleted Items” Folder. If you prefer to empty this folder automatically every
time you close Outlook, choose Tools, Options, click the Other tab, and click the Empty the
Deleted Items Folder Upon Exiting check box.
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To create a new folder at any time, choose File, New, Folder. In the Create New Folder dia-
log box (see Figure 8.10), enter the name of the new folder, specify the type of items you
want to store in the folder, select the folder in which you want to store the new subfolder,

and then click OK.
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To move, copy, delete, or rename a folder, click the Folder List button at the bottom of the
Navigation pane and use the right-click shortcut menus.

ENTERING DATES AND TIMES AUTOMATICALLY

One of Outlook’s most impressive time-saving features is its capability to interpret dates
using almost any text you enter. To enter a date in any date field in any type of Outlook

item, use any of the following techniques:

£Oeuly

These techniques are useful throughout Outlook, not just in appointments or meetings.
For example, you can use AutoDate shortcuts to define the dates for follow-up flags on
email messages or to specify the due date for an upcoming task.

m Type the date in a format that Outlook recognizes, such as 9-29-07, 9/29, 9.29, or Sep
29. If you omit the year, Outlook automatically fills in this year’s date if that date is in
the future; if appending the current year to the date results in a date that has already
passed, Outlook uses next year’s date instead.

m To pick dates from a calendar, click the drop-down arrow to the right of the date field
and use the control showing the current month (see Figure 8.11). Use the arrows to
scroll backward or forward, and click to insert any date in the current field. Clicking the
"Today button quickly returns you to the current date.
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today, or tomorrow,
substituting the
correct date for you. To schedule a staff meeting for next Wednesday at 2:00 p.m., for exam-
ple, click in the Start Time box, enter next wed, and then press Tab and type 2 (Outlook

assumes that times you enter are during the default workday unless you specify otherwise).

AutoDate understands dates and times that you spell out or abbreviate, such as 6a (for 6:00
a.m.), or first of jan. If you type 30 days in the Start Time box, Outlook converts it to
the date 30 days from today; if you enter that same text as the end time, Outlook adds 30
days to the start date you specified. AutoDate recognizes holidays that fall on the same day
every year, such as Halloween, New Year’s Eve, and Christmas. It can also correctly interpret
dozens of words you might use to define a date or an interval of time, including now,
yesterday, today, tomorrow, next, following, through, and until.

You can't use AutoDate to define a recurring appointment. If you enter every
Wednesday in the Start Time box, for example, Outlook will refuse to accept your entry.
To create a recurring appointment, you have to use the Appointment Recurrence dialog
box, as explained later in this section.

ASSIGNING ITEMS TO CATEGORIES

You can assign most Outlook items, including email messages, contacts, appointments, meet-
ings, and tasks, to categories. In earlier versions of Outlook, you started with a predefined
Master Category List containing 20 text labels you could apply to any item and then (option-
ally) added your own categories to this list. Outlook 2007 simplifies the process by offering a
default selection of six color-coded categories. Using categories can be a powerful way to
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organize tasks and other items on the To-Do Bar. They also allow you to extract groups of
information from a list of contacts or to categorize email messages and appointments by
client or by project.

Categories work exceptionally well in conjunction with Word’s mail-merge feature. Assign

M a group of contacts to a category, such as Sales Prospects or Holiday Cards, and you can
éQ( ; ﬁ use that category to extract address information from your Outlook Contacts folder to

print address labels or personalized letters.

By default, Outlook 2007 includes a half-dozen colors, using the generic labels Red
Category, Blue Category, and so on. To see all available categories, click the Categorize but-
ton on the Standard toolbar (or choose Actions, Categorize) and then click All Categories.
As you can see in Figure 8.12, the list is customizable, and you can assign categories to items
individually or in groups by clicking the check boxes to the left of individual categories.

Figure 8.12 [ Color Categories EEc
Select the check boxes To assign Color Categories to the currently selected items, use the checkboxes next to each
to the |eﬂ of a cate- category. To edita category, select the category name and use the commands to the right.
gory to apply it to all Name Shortcut key New...
currently selected [E] (@ Blue Category =
items. [T Orange Category

[7] @ Purple Category Delete

(C) Famiy Color:

@ [impartant] CTRL4F2

[Z) Banking and Shopping CTRL4F3
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You can customize the All Categories list in at least five ways:

m Click Rename to change the name assigned to the selected category. (You’ll be
prompted to rename any category using one of the default names the first time you try
to apply it to an Outlook item.) A category name can contain up to 255 characters,
including spaces, but in practice you should keep category names much shorter.

m Click New to add a category to the list. You can have as many as 255 categories, but for
practical purposes you’ll want to keep the number much lower. Only 15 entries show
up on the Categorize menu, and managing additional categories is a hassle.

m Click Delete to delete the selected category.

m Choose an entry from the Shortcut Key list to assign one of 11 custom key combina-
tions (Ctrl plus F2 through F12) to the selected category.
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m From the main Outlook window, click the Categorize button on the Standard toolbar
(or choose Actions, Categorize) and then click Set Quick Click to choose the default
category. Whichever category you select will be automatically applied to email items in
the message list or items in the To-Do Bar when you click the Categories column.

In the case of email messages, you can assign categories automatically, by defining rules.

=> For more details on how to create rules for handling incoming mail, see “Using Email Rules to Sort and
Process Mail,” p. 249.

You can assign multiple categories to a single item. This flexibility lets you work with the

same item in multiple contexts—for example, you might define the Red Category as VIP
é@(’- /V?ﬁ and the green category as Holiday Cards, and then assign both categories to your key

contacts to make sure that you get the proper subset of names each time you assemble
a mailing list based on either of these categories. When you assign a single category to
an item, the color code for that category appears at the top of the detail view of that
item and alongside its entry in list views. Outlook splits the color box in the message list
and in the To-Do Bar to show up to three color codes.

FLAGGING ITEMS FOR FoLLow-UpP

Outlook allows you to attach follow-up flags to email messages, contact items, and tasks. For
flagged items, you can also define pop-up reminders similar to those available with appoint-
ments and meetings. In Outlook 2003, follow-up flags could be customized to use a wide
range of colors; in Outlook 2007, bright colors are now associated with categories and fol-
low-up flags use different shades of red to indicate the follow-up date you’ve assigned: bright
red for items that are due today or that have no date, and increasingly lighter shades of pink
based on how far away the follow-up date is. In table-based views, you can add a follow-up
flag with a single click, and a built-in search folder lets you quickly see all messages that are
flagged for follow up.

In older versions of Outlook, pop-up reminders and follow-up flags worked only in spe-
cific folders. In Outlook 2007, you can set a flag and an optional reminder on any item in
any folder. Flagged items show up in the To-Do Bar regardless of their location, and fol-
low-up reminders continue to work even when you move a flagged message out of the
Inbox and into a subfolder.

Follow-up flags help you keep track of unfinished business. Reminders help you avoid the
embarrassment of missing a meeting or a phone call because you forgot to check your calen-
dar. By default, Outlook adds a reminder to all meetings and appointments, set for 15 min-
utes before the scheduled time. To change this setting, choose Tools, Options; on the
Preferences tab, set the preferred interval by using the pull-down list (or typing an entry) in
the Default Reminder box. Clear the Default Reminder check box if the only reminders you
want to see are those you expressly add to an item in the Calendar folder.
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You can enter or edit the reminder for an appointment or meeting by opening the item and
selecting or entering a time from the drop-down Reminder list in the Options group on the
Appointment tab. This time is always relative to the start time of the appointment or meet-
ing; you can request a reminder by entering any number of minutes, hours, days, weeks,
months, or years in this box. For example, if you enter 1 week, Outlook dutifully pops up a
reminder exactly one week before the meeting is scheduled to start. You cannot, however,
enter a specific date or time when you want to receive a meeting or appointment reminder.

Outlook does not automatically include reminders for tasks unless you specifically enable
this option. To manually set a reminder for a task, open the item and click the Reminder
check box; by default, the reminder uses the date you enter in the Due Date field and a
default time of 8:00 a.m. (If you specify no due date, the default reminder uses today’s date.)
If your workday begins earlier or you want a reminder to appear at the end of the day, you
can change this default setting: Choose Tools, Options, click the Preferences tab, and select
a new time from the drop-down list in the Tasks section.

To specify that you want Outlook to automatically set a reminder on every new task,
, M choose Tools, Options, and then click the Task Options button on the Preferences tab.
é@f Click to select the Set Reminders on Tasks with Due Dates check box. Close all open dia-
log boxes to return to Outlook with your new preferences in place.

To flag an email message, task, or contact for follow up, use one of the following techniques:

m To flag an item in any table view, including the email message list, click the flag icon in
the far right column. This applies the default red flag, with the generic “Follow up”
message, a Start Date and Due Date of today’s date, and no reminder. Right-click this
icon to choose from the same list of options available on the Follow Up menu.

If you prefer to enter details for every follow-up instead of applying a generic flag, here’s

Customize. In the Customize dialog box, the Commands tab opens automatically; select
Actions from the Categories list and scroll through the Commands list until you find the
Custom menu choice with an identical red flag icon. Drag the Custom command from
that list up to the toolbar and drop it alongside the original Follow Up button; then drag
the original button down and off the toolbar. Click Close to close the Customize dialog
box. From now on, when you click this button, you'll open a dialog box that lets you set
every option for a follow-up flag.

a customization option that should work. Select any item in the Mail or Contacts folder,
é@(’- /dﬁ right-click the Follow Up icon (the red flag) on the Standard toolbar, and choose

m To flag any item in any view, including an open email message or contact, click the
Follow Up button on the Standard toolbar (the bright red flag) and choose one of the
options on its menu of predefined flags. The This Week and Next Week options assign
a Start Date and Due Date that correspond with the end of the respective work week—
normally Friday.
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m To change the status of a follow-up flag to Completed, click the Follow Up button on the
Standard toolbar and choose Mark Complete. In table views, click the flag icon to toggle
between the active default flag and the Completed flag, which is indicated by a check mark.

m To remove a follow-up flag, click the Follow Up button (or right-click the flag icon in
any table view) and choose Clear Flag.

If you choose the Custom option from the Follow Up menu, you’ll see the dialog box shown
in Figure 8.13.
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The default text in a flag is Follow Up. You can choose from other alternatives, including
Call, Read, or Review. If none of the canned alternatives is suitable, you can enter your own
text. For example, if you’re expecting a shipment of catalogs from the printer next Monday
and you want to make sure your best customers get a copy ASAP, you can flag a group of
contacts with the text Send Catalog and set a reminder for next Monday.

To set a reminder for an email message or a contact, you must first assign a follow-up flag
for that item. When you add a flag to either of these types of items, Outlook creates a
matching task and displays it in the To-Do List (in the Tasks folder) and the To-Do Bar. The
title of the task is the text you enter in the Flag To box; the pop-up reminder notice always
displays the subject of the original item.

If a co-worker sends you a status report via email, for example, you might attach a follow-up
flag to the message and set a reminder follow-up on unfinished items next week. Similarly,
if you want to call a handful of key customers next Monday after your company makes an
important announcement, you can select the corresponding items in the Contacts folder,
one at a time, and flag each one for a phone call. (The Custom option is not available if you
choose multiple contact items.)

The reminder date and time are optional parts of a follow-up flag. Enter a value here if you
want a reminder to pop up at a specified date or time. By default, if you enter a date,
Outlook sets the time to one hour before the end of your normal workday, or 4:00 p.m.
unless you redefine the settings on the Calendar Options dialog box. You can enter a specific
reminder time for any follow-up flag by using the exact date and time or any text that
Outlook’s AutoDate feature recognizes. If you received an email from a key customer and
you need to follow up first thing next week, for example, enter next mon in the date portion
of the Due By box and 9am in the time box. Outlook translates the date and time for you.
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In table views, flagged items include a flag icon; overdue items appear in red text. The fol-
low-up message text and date appear in the information header at the top of a flagged mes-
sage or contact item, whether you open it in its own window or use the Preview pane.

Regardless of how you set a reminder, when the specified time rolls around, Outlook plays a
sound (if you selected that option) and pops up a reminder message. All current reminders
are consolidated in a single window, as shown in Figure 8.14.

Figure 8.14 2 Reminders =]
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Whe you see a reminder, you can dismiss it so you don’t see it again, or open it so you can
view the item itself. This option is especially useful when you want to review notes for an
upcoming appointment or look up the phone number of a contact you plan to call.

Use the Snooze button to hide the reminder for a while. The default setting is five minutes,
but you can use the drop-down list to select a new reminder time as much as one week later.

.59““&""% If reminders don't appear when you expect them to, see “Alarms Fail to Go Off” in the
N

“Troubleshooting” section at the end of this chapter.

To see all flagged email messages from all folders, display the Inbox and then choose the

M For Follow Up search folder. To see all flagged contacts, open the Contacts folder and
éQ( : ﬁ switch to the built-in By Follow-up Flag view. This table view shows all items that include

flags at the top of the list.

FINDING OUTLOOK ITEMS

If you use Outlook regularly, your collection of personal data will eventually become so
large that you won’t be able to find information simply by browsing through items. Outlook
offers two tools to help you track down items based on their content. The Instant Search
box, accessible via a text box at the top of every Outlook folder view, is fast, simple, and
practically magic. It’s new in Outlook 2007 and it works via an index that includes not just
Outlook items but files, digital photographs, and music tracks. You can quickly locate items
by typing a word or two into the Instant Search box, or you can use the Query Builder to
narrow down your search in a more structured fashion.
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Outlook also includes the old-style Advanced Find dialog box, which allows you to build

queries by filling in a form that searches through fields in Outlook items. It requires much
more work than Instant Search and the results appear in a separate window; its primary use

in Outlook 2007 is to construct Search Folders.

p- 248.

e

For more details on how to work with Search Folders, see “Creating and Using Search Folders,”

For some tasks, using built-in or custom Outlook views and arrangements is a perfect
complement to Instant Search. For example, if you use categories in the Contacts,

Calendar, and Tasks folders, switching to the built-in By Category view lets you see all
your search results organized by category. You can switch views before or after perform-

ing a search. If you start with a Search Folder that displays only items that already
belong in a specific category and then perform a search, you can narrow down the

results more quickly than if you were to add the criterion for that category after perform-
ing the initial search.

"To use the Instant Search box, first switch to the folder in which you want to search (and, if
necessary, switch to a different view). Then click in the Instant Search box and begin typing
your search text. You don’t need to click a button to actually perform the search; Outlook fil-
ters the results on-the-fly as you type. Because the search is indexed, the results display with

lightning speed. Figure 8.15 shows the results of a simple search in the Inbox folder.

[ Inbox - Microsoft Outlook
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Museum of New Mexico Foundation Member E-News Sept 2006

sysuL 2 idvpol

Membership Office [membership@museumfoundation.org]

Click here ta download pictures. Ta help protect your privacy, Outlaok prevented automatic
download of some pictures in this message.

Sent: Thu 9/14/2006 10:41 AM

To:  EdBott

DEEgLaE -

4 [; m = »

1 Item

All folders are up to date. |£3 Connected to Microsoft Exchange *

When you kick off a search from the Instant Search box, it looks for matching items only in
the current folder, filtered by the current view. If your search is unsuccessful but you know

the item you’re looking for is there somewhere, click the Try Searching Again link at the
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bottom of the search results; this expands the search to include all items of the type in the
folder you looked in.

To clear the search results and restore the normal display of items in the current folder and
view, click the Clear Search button—the small X at the right of the Instant Search box.

Instant Search is fine when you have a pretty good idea of what you’re looking for and the
search term you’re using will narrow the list down quickly. But what if you’re trying to find
a specific message from a specific sender containing a specific word or phrase, sent in a spe-
cific period of time? For complex searches like those, click the double down arrow at the
right of the Instant Search box to display the Query Builder. As Figure 8.16 shows, this form
allows you to build a query by filling in forms that correspond to different fields in the
selected item type.
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As with the Instant Search box, the Query Builder results appear as you type—you don’t
need to click a button to execute the search.

The default criteria in the Query Builder vary depending on the type of item you’re search-
ing for. Click the Add Criteria button at the bottom of the Query Builder form to choose
fields that aren’t on the default form.

Any changes you make in the Query Builder are persistent. If you add the Received field
to the Query Builder form for the Mail folder, that field appears the next time you open
Query Builder in a folder containing the same type of items. These changes persist even
if you close and reopen Outlook in the meantime.

Outlook searches for the exact text you enter in the Instant Search box. If you enter two or
more words separated by a space or punctuation, all the words you entered must appear in
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the item, in any order. To search for an exact phrase, enclose the search string in quotes. If
you enter a search term in the Query Builder pane, Outlook restricts its search for that term
to that field only. The search results replace the contents below the Find pane. To reuse a
search you ran previously, with or without the Query Builder, click the arrow just to the
right of the Instant Search box and choose an entry from the Recent Searches list. To
expand your search so that it includes files as well, enter your search term, open this same
menu, and click Search Desktop.

Although Instant Search is fast, easy, and customizable, Outlook allows you to use the more
complex Advanced Find dialog box. This option allows you to find items that contain spe-
cific types of information; you can also use it to search for virtually unlimited combinations
of criteria. The biggest advantage of this search tool is in folders that contain email mes-
sages, where you can save and reuse your search as a search folder. For instance, you might
want to create a view that includes messages sent in the past seven days from addresses in
your company’s domain, where your address is in the To: field.

"To open the Advanced Find dialog box, choose Tools, Instant Search, Advanced Find, or use
its keyboard shortcut—Ctrl+Shift+F. The dialog box consists of three tabs, as shown in

Figure 8.17.
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Follow these steps to use the Advanced Find dialog box:

1. Use the drop-down Look For list to specify the type of items you want to search for—
messages or appointments, for example. By default, this value is set to the type of item
stored in the current folder. For the widest possible search, choose Any Type of
Outlook Item—this option is useful if you want to search for all messages, contacts,
appointments, and tasks related to a specific company, for example.
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2. By default, your search covers only the current folder. To change that folder or select
more than one folder, click the Browse button and select or clear check boxes as needed.

You can search multiple folders only within a single Personal Folders file. Thus, to search
for related messages in current and archived folders, you'll need to perform two
searches. Open a second copy of the Advanced Find dialog box if you want to see all
search results simultaneously.

3. Fill in your search criteria using one or more of the three tabs in the Advanced Find
dialog box.

* The most common options appear on the first tab; the name of this tab and the
exact choices available vary slightly, depending on the type of item you’re looking
for. For example, when searching through mail messages, you can look for text in
the subject field only, in the subject field and message body, or in frequently used
text fields.

* Click the More Choices tab to see additional options that are specific to the type
of item you’re looking for. When searching for Outlook items, this tab always lets
you select from the Categories field or find items based on their size.

e Use the Advanced tab (see RS —
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Figure 8.18

4. Click the Find Now button to begin the search, using the criteria you entered. The
results of the search appear in a simple list below the Advanced Find dialog box. Click
the Stop button to interrupt the search at any point.

Double-click to open any item in the search results list. You can move, copy, delete, or edit
items in this folder as well, using right-click shortcut menus (or click and drag to folders in
the Outlook window). You can’t choose a view other than the Table view; however, you can
customize the fields that appear in the search results, change the sort order, and apply
grouping. Right-click any column heading in the search results and use the Field Chooser
to add or remove columns; you can also group messages in this display. When you save the
search, these settings are saved as well.
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The settings in the Advanced Find dialog box are identical to those in the Filter dialog

box that you use to define a custom view. Unfortunately, you can't transfer settings
5@(’- /d&% between these two dialog boxes. When you use the Advanced Find dialog box, you can

view the results only as a simple list; if you want to see the search results in a different
view, such as Address Cards, define a new view and create a filter for it. For searches
that start in folders containing email items, you can also choose File, Save Search as
Search Folder, and change the view or arrangement in the search folder.

Click the New Search button to clear all previously defined criteria and start from scratch.

UsING Custom VIEWS TO DISPLAY INFORMATION

Outlook uses forms to display the data in individual items. To see groups of items within a
folder, you use views. By default, every Outlook folder includes a selection of built-in views
available to all folders containing that item type. If none of the ready-made views matches
the way you work, create custom views to sort, filter, and group items as required.

You don’t have to use menus to switch views; you can select any available view for the cur-
rent folder by clicking an option button in the Navigation pane. The View menu also
includes an Arrange By option; for folders based on Table views, such as those that contain
email messages or tasks, you can quickly choose from more than a dozen predefined
arrangements that instantly sort and group the items in the current view—Dby date, size, or
importance, for instance.

USING VIEWS TO DISPLAY, SORT, AND FILTER ITEMS

Every folder starts with a default view. For example, when you first open the Calendar
folder, you see today’s appointments, with a clickable calendar at the top of the Navigation
pane; you can switch to Recurring Appointments view to see a list of all recurring items,
grouped according to whether they repeat Daily, Weekly, Monthly, or Yearly. Likewise,
items in the Contacts folder appear by default as address cards with minimal details, but you
can choose to see more detailed cards or a simple Phone List view with one contact per row
instead, as we’ve done in Figure 8.19.

To switch between views, select an entry from the list of defined views in the Navigation
pane or in the drop-down list on the Advanced toolbar; if neither of these interface elements
is visible, choose View, Current View. Outlook remembers the view you used most recently
and reapplies that view whenever you return to that folder.
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i

ARRANGING ITEMS IN A VIEW

When you’re working with folders that contain mail or task items, Outlook 2007 allows you
to apply one of 13 predefined arrangements of grouping and sorting options. These choices
appear at the top of the View, Arrange By menu. You can group email messages by date, for
instance, to see today’s messages in one group, yesterday’s messages in another group, and
$o on.

The groupings are logical and in many cases contain preset groupings. For example, when
you view the contents of your Inbox and choose Size from the Arrange By menu, the con-
tents are grouped into distinct “buckets” (see Figure 8.20)—Enormous (>5MB), Huge
(1-5MB), Very Large (500KB-1MB), Large (100-500KB), Medium (25-100KB), Small
(10-25KB), and Tiny (<10KB).

Using any of these Arrange By options has the same effect as if you had customized the cur-
rent view, using the techniques described in the next section.

If your email messages no longer appear in the grouping you select, see “Restoring Groups to an
Arrangement” in the “Troubleshooting” section at the end of this chapter.
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Figure 8.20
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egories you select.
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In table-based views, you can click any column heading to quickly sort by that column.
Click again to sort in reverse order. If the Show in Groups option on the View menu is

selected, clicking a column heading changes the grouping, just as if you had clicked the

corresponding choice on the Arrange By menu.

CUSTOMIZING AN EXISTING VIEW

If none of the built-in views offers the arrangement of data you’re looking for, you can cus-

tomize the current view. As you’ll learn shortly, you can change some aspects of a view

directly, without using dialog boxes. To see all your customization options, click Customize

Current View in the Navigation pane (if this option isn’t visible, choose View, Current
View, Customize Current View). The Customize View dialog box appears, as shown in

Figure 8.21.

Figure 8.21
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The sections that follow explain how to modify each characteristic of the selected view. Note
that some of these options will not be available for specific view types. For example, you can
group items or adjust column formats only in a table-based view; these options are grayed
out if you attempt to modify a card-based view, such as the Address Cards or Detailed
Address Cards options in the Contacts folder. In table-based views, you can also apply
changes to the current view interactively.

™2 If you've customized a built-in view and you need to undo your settings, see “Resetting the
.\ Y Standard Views” in the “Troubleshooting” section at the end of this chapter.

If you skipped Outlook 2003 and are upgrading from Outlook 2002 or earlier, you’ll notice
two additions to the Customize View dialog box in Outlook 2003: The Format Columns
button gives you control over the display of nontext data types, such as icons and dates. The

Reset Current View button offers the capability to instantly roll back to the default settings
for a predefined view.

The most effective way to create a custom view is to start with a built-in view and then
modify it. If you prefer the modified view to the built-in one, leave your changes in place.
é@ﬁ M If you want to switch between your custom view and the original built-in view, save the
changes under a new name, as we explain later in this chapter.

CusTOMIZING FIELDS

You can add fields to or remove fields from the current view. If most of your contacts are
business related, for example, you might want to include the Company field in the Address
Cards view of the Contacts folder and remove the Home Phone and Home Fax fields.

Using the Customize View dialog box, click the Fields button to display the Show Fields
dialog box (see Figure 8.22). Select fields from the list on the left and click the Add button
to add them to the current view. Select fields from the list on the right and click Remove to

eliminate them from the view. (Hold down Ctrl as you click to select multiple fields from
either list.)

- (——
Figure 8.22 "Show Fields =R
Use thlls dlalolg bl;)]X }10 Maximum number of lines in compact mode: ||z||
FO?(}TO exactY whic Select available fields from:
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‘Assistants Phone - e T, =
Business Address I Attachment
Business Home Page |R7| Full Name
Business Phone 2 g < REMOVE | |hje As
Callback Home Address
s 7 .
Company Main Phone Business Fax
Contacts Mohile Phone
Country/Region Journal
Department Categories
First Name Flag Status
Flag Completed Date
Follow Up Flag 5 i
| Properties | | Delete | Move Up ‘ | Move Down |
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If you’re customizing a table-based view, such as the Messages view of the Inbox or the
Phone List view of the Contacts folder, you can drag and drop to add or remove fields. Click
the Field Chooser button on the Advanced toolbar or right-click the field headings and click
Field Chooser to display a list of available fields. Drag fields onto the headings in the cur-
rent view to add them to the view; to remove fields, drag column headings down onto the
list itself, and release when you see the large X. Drag headings from side to side to change
their left-to-right order in the list.

£Oeuly

When you add fields to a view using either the Customize View dialog box or the Field
Chooser, Outlook displays only its limited selection of frequently used fields. To see a
broader list of available fields, use the drop-down list in either dialog box. For example, if
a folder contains Contact items, you can see all Name fields, all Phone Number fields, or
an enormous list of all Contact fields.

GROUPING ITEMS

Outlook’s grouping options allow you to arrange the contents of a folder in outline style,
with each item in the outline corresponding to a field you select. Some folders include ready-
made views with grouping already enabled—the Contacts folder, for instance, includes a By
Company view that sorts your list by the contents of the Company field and then groups
individual items according to Company. The resulting list allows you to collapse or expand
each grouping.

Whenever possible, you should use the options on the Arrange By menu to do grouping. But
the Group By box can come in handy for specialized tasks, such as grouping by multiple
fields or by fields that are not represented in the predefined arrangements. To add grouping
to a view, click the Group By button in the Customize View dialog box. This displays the
Group By dialog box shown in Figure 8.23.

Figure 8.23 Group By ER
Use this dlalog box to [] Automatically group according to arrangement
define grouping levels; Sroipitens by
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|(n0r|e}
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] show field in view

Then by
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| {none)
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] shaw figld in view

Select available fields from:
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Expand/collapse defaults:

| Address fields

lzh | All expanded lzh
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You can group by multiple fields; for example, if you’re planning a business trip you might
want to group by State and then by Category to see all the contacts in a particular area
organized according to categories you've defined.

In any table-based view, you can change grouping on-the-fly. To group by any field that’s
visible, right-click its column heading and choose Group By This Field. You can also drag
headings into or out of the Group By box, which appears just above the column headings.
Click the Group By Box button or right-click the column heading and choose Group By
Box from the shortcut menus to show or hide this area. To move an item between groups in
this type of view, drag it out of its old group and drop it under the new group heading.

SORTING ITEMS

In any view, you can sort your data in a specific order—tasks by Due Date, contacts by Last
Name, email messages by Subject, for example. In the Customize View dialog box, click the
Sort button to choose up to four fields for sorting.

The Unread Mail search folder shows all unread messages grouped by folder and sorted

, M by the date and time each message was received. When items are grouped this way, you

éQ(' can use the keyboard to jump to a specific group. Type the first letter of the folder name
you want to go to, as it is displayed in this list. Outlook jumps immediately to the first

message in the first folder beginning with that letter. If this view contains multiple folders

that begin with the same letter, quickly type the first few letters of the folder name to
jump to that folder.

FILTERING ITEMS

Filters show a subset of the items in any folder, based on criteria you define. The Overdue
"Tasks view in the Tasks folder, for example, displays only those tasks that you should have
completed by now. If you inspect this view, you’ll see that it uses a filter consisting of two
items: Complete Equals No and Due Date on or Before Yesterday. Likewise, the Annual
Events view of the Calendar folder shows all the birthdays and anniversaries you’ve defined,
using a custom filter that shows only all-day events that recur yearly.

In combination with custom views, filters are a powerful way to manage information. In the
Contacts folder, for example, you can define filters that show you only people who work for
a specific company or who belong to a category you define. If you have a large family, you
can create a filtered view of your Contacts folder that includes only people who share your
last name or who belong to the Family category.

=> When working with email folders, Search Folders are often more useful than filtered views, as we
explain in “Creating and Using Search Folders,” p. 248.
To define a filter for any view, open the Customize View Summary dialog box, click the
Filter button, and select the criteria you want to use in your filter. This dialog box is identi-
cal to the one used in the Advanced Find dialog box.

=> For more information about how to define filters and searches, see “Finding Outlook Items,” p. 199.



210 | CHAPTER 8 OUTLOOK ESSENTIALS

FORMATTING
Two formatting options allow you to Format Columns B
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. . . Format:  |Text E|
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click the Format Columns button to
open the dialog box shown in Figure
8.24. As this example shows, you can
adjust the display format of columns
that contain date/time information. You
can also change the label used in col-
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umn headings and change the width and Figure 8.24
alignment of data in selected columns.

You can also tell Outlook to automatically apply a specific color or font to an item based on
conditions you define. In the Calendar folder, you can automatically apply color-coded labels
to appointments that meet specified conditions. Some formatting options are preset; unread
messages and group headers in email folders, for instance, appear in bold. You can also add
your own conditions, such as one that applies bold italic font formatting in red to any mes-
sage from your boss, or one that applies the Important label to any appointment that
includes your boss in the list of attendees.

To define automatic formatting, follow these steps:

1. In the Customize View dialog box, click the Automatic Formatting button. The
Automatic Formatting dialog box (see Figure 8.25) shows all existing rules.

2. Click the Add button to create a new rule. ey To s
Outlook gives it the default name Untitled. Rules for this view:
. . . . I a
Replace this text with a descriptive name. %‘!L———-————JUW::‘jm T [ aed |

"] overdue items | Delete |

3. Click the Font button and select the formatting

you want to use for items that match the condi- [ Moveup |
tion. In the case of Calendar items, choose a ~ | [Move Down |
color and matching text label from the Label Properties abseectc piie
list‘ Name: |U|'||'EEId items |

[ Font.. | [#ptsegoeun |

4. Click the Condition button and define the cri-
teria that an item must match to be subject to
automatic formatting. This dialog box works [ox ]
the same as the Advanced Find dialog box.

| Condition. .. |

Fi 8.25
5. Click OK to save the rule and apply it instantly 'guire

to the contents of the current folder.

Note that rules are applied according to their order in the Automatic Formatting dialog box.
Rules that are higher on the list prevail over those beneath them. Note, too, that manual
formatting always overrides automatic formatting. Finally, be aware that automatic format-
ting is applied only in the current view. If you switch to a different view, you need to create a
new set of automatic formatting conditions.
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OTHER VIEW SETTINGS

You can define custom display formats for many items in many views. In general, these
options are available from shortcut menus. For example, in a table view, you can right-click
any column heading to set its alignment (left, right, or center), change its column size to
automatically fit the widest entry in the view, or change the column heading. Font changes
apply to all fields in a section (card body or a row in a table); you can’t pick out one field and
format it separately.

From the Customize View dialog box, you can also set a variety of other options. Click the
Other Settings button to see a dialog box like the one in Figure 8.26. The specific options
vary by the type of view selected; in table views, as shown here, you can control whether it’s
permitted to edit in rows and whether gridlines appear.

Figure 8.26 Other Settings
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Reading Pane
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[¥] Always show unread and flagged messages in Arrange by Conversation
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The AutoPreview option is a useful way to see additional information about items that con-
tain details. In your Inbox folder, it shows the first three lines of each message so you can
tell at a glance what’s inside without having to open and read each message. In other folders,
you can use it to see details—notes about each person in your Contacts folder, for example,
or the beginning of an appointment’s description.

"To add the AutoPreview option to a view’s settings, use the Other Settings tabs of the
Customize View dialog box, or click the AutoPreview button on the Advanced toolbar to
hide and show this information on-the-fly.

Don't confuse AutoPreview with the Reading pane. When the Reading pane is visible, you
can view the contents of any Outlook item—an entire email message, a contact item, or an
appointment—in a window just below or to the right of the Contents pane; by contrast,
enabling the AutoPreview feature shows only the first three lines of an item, and in the
case of email messages, the preview disappears after you've opened and read the mes-
sage. If you use AutoPreview in other folder types, the text remains visible at all times.
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CREATING CustoM VIEWS TO SORT, FILTER, AND GROUP ITEMS

Sometimes the fastest and surest way to create the view you’re looking for is to start from
scratch. To begin defining a new custom view, switch to the folder that contains the items

you want to view, and then choose View, Current View, Define Views. Click the New button
to display the dialog box shown in Figure 8.27.

Figure 8.27 'Cr&ﬁ'a New View
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NOTE
You can't change a view’s type after you create it—you can't convert a Card-style view to
a Table-style view, for example. When you first create a new view, you have one, and
only one, opportunity to make this choice.

All views start with one of the following arrangements.

Type of View Description

Table Default view for Tasks folder and Inbox, although you can use it with any
folder. Displays data in worksheet style, with each item in its own row, each

field in its own column, and headings for each column. Useful for displaying
simple lists.

Timeline A bar along the top displays days or hours; tiny icons underneath show all
the items in the folder according to when they were created, received, or
started. Especially useful with Tasks folder.

Card Displays item title in bold, with selected details underneath. Most useful in
Contacts folder, which includes two built-in Card views.

Business Card New in Outlook 2007. Displays item title in bold in a resizable box that
resembles a business card. Most useful in Contacts folder, where each
contact’s business card also appears in their item view.

Day/Week/Month ~ Available for all folders, but appropriate only for the Calendar folder.

Options determine how many days you can see at once; more days mean less
detail for each entry.
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Type of View Description

Icon Displays each item as a large or small icon with title text underneath, as in an
Explorer window. You can’t add fields or group by different fields. Default
view for Notes folder is inappropriate for other item types.

After you select a view type, choose where you want to use the view from the set of three
options at the bottom of the dialog box. Choose This Folder, Visible to Everyone or This
Folder, Visible Only to Me if you do not want the view to be available from the list of
named views in other folders that contain the same type of data.

This Folder, Visible to Everyone is applicable if you're creating a view for a public folder
on an Exchange Server or if you've chosen to share a particular personal folder with
other Exchange users. This option has no effect if you're not connected to an Exchange
Server.

If you want the custom view type to be available for all folders containing the same type of
items as the current folder, choose All <ltem Type> Folders. In general, this is your best
choice; make an exception when you’ve defined a view that is relevant only to a specific

folder.

After completing this step, the process of creating a new view is identical to the procedure
for customizing an existing view. Add fields, set grouping and filter options if necessary, and
save the view under a new name.

MANAGING CusToM VIEWS

Outlook gives you a complete set of tools for managing custom views you create. Choose
View, Current View, Define Views to display a dialog box listing all views available for the
current folder. Select any entry in this list and use the following buttons to work with that
view:

m Click Copy to make a copy of the selected view. Give the view a new name to add it to
the list. This technique lets you experiment with view options without worrying that
you’ll mess up a view you've carefully constructed.

m Click Modify to edit any available view setting for the selected view. Note that you can-
not change the view type, and some settings are unavailable for certain views.

m Click Rename to give a view a different name; the name you enter is the one that
appears in the drop-down list on the Advanced toolbar.

m Click Delete to remove a custom view completely. Note that you cannot remove or
rename Outlook’s built-in views, although you can edit their settings.

m Click Reset to remove all customizations from a built-in Outlook view. This option is
not available for custom views.
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IMPORTING, EXPORTING, AND SYNCHRONIZING
OUTLOOK ITEMS

The simplest way to transfer data between Outlook and other programs is with the help of
the Import and Export Wizard. You can import and export names and addresses, appoint-
ments, and RSS feed information, among others. The Import list includes a selection
(mostly outdated) of third-party programs. The Export list includes only Excel 97-2003 and
Access 97-2003 as named options. If the Import and Export Wizard doesn’t include the spe-
cific name and version number of the program you plan to use as the source or destination,
you need to use a delimited text file or a database file as an intermediate format.

Many portable devices, including Apple’s iPod, have the ability to sync your Outlook
Contacts and Calendar. Consult the documentation that came with your portable device
to learn how to use these nifty features.

If you use multiple Personal Folders files to maintain your mail, use the Import and Export

Wizard to effortlessly move items from one file to another. Choose File, Import and
é@(’- /Jﬁ Export, and then select Export to a File or Import from Another Program or File. In either

case, you'll find a Personal Folder File (.pst) option. Follow the wizard's prompts to
select the folder or folders you want to move—defining a filter if necessary, so you move
only items that match criteria you specify—and choose the name of the destination file.

IMPORTING DATA FROM EXTERNAL PROGRAMS

Outlook makes it relatively easy to import personal information, including contacts and
appointments, from other software. Using the Import and Export Wizard, choose Import
from Another Program or File, and then select one of the supported file formats.

If Outlook can’t work directly with the native format of the program that contains the data you
want to import, you’ll have to first export the data to a supported format. Comma Separated
Values and Tab Separated Values are the most common. Using Excel as an import format
requires that you create a named range for the date to import before you begin the wizard.

Both delimited text formats (Comma Separated Values and Tab Separated Values) offer
DOS and Windows alternatives. The DOS version uses the ASCII character set, whereas
the Windows versions incorporate the ANSI character set, which includes international
and publishing characters. When in doubt, always choose the Windows option.
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To import data, follow these steps:

1. Choose File, Import and Export.

2. In the Import and Export Wizard, choose Import from Another Program or File; then
follow the wizard’s prompts to select the specific data format and the file that contains

the data.

3. In the Import a File dialog box (see Figure 8.28), specify how you want Outlook to han-
dle items that duplicate those in the current folder. You can replace the existing item
with the imported one, ignore the duplicate item, or allow Outlook to create duplicates.
When in doubt, allow Outlook to create duplicate items and manually resolve the dif-
ferences later.

Figure 8.28
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When you import data, Outlook doesn't give you any feedback as to how many new
items it created, or whether it dealt with any duplicate items. If you want to know how
many new items were created, open the destination folder before importing and check
the status bar (just below the Navigation pane) to see how many items the folder con-
tains. After completing the import, check the new count to see how many items were
added.

=> Under some circumstances, Outlook can help you merge duplicate items that
creep into your Contacts list so that you don't inadvertently keep outdated infor-
mation; see “Merging Duplicate Contact Items,” p. 269.

4. Select the destination folder into which you want to import the data, and then click

Next.

5. In the last step of the Import and Export Wizard, click the Map Custom Fields button
if you want to verify that Outlook plans to stuff information from the source file into
the correct folder. The Map Custom Fields dialog box (shown in Figure 8.29) reads
the field names from the source file and makes its best guess at matching them in the
destination file.
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Whenever you import any amount of data, large or small, into your primary Outlook
data file, we strongly recommend that you first create a new temporary folder. Give the

é@ﬁ M folder a name that describes the data, such as “Imported Addresses,” and then start the
import. This precaution lets you inspect the imported items for errors and correct any

information that was damaged during the import. When you're satisfied that the new
items are correct, drag them into the proper destination folder.

6. Outlook displays the field names from the source file in the left pane. Scroll through the
list of mappings on the right to see how Outlook has matched the field names in the
source file to Outlook fields. Drag field names from the left pane and drop them onto
the corresponding fields in the right pane to create a mapping. For example, if your
source file includes a field called Full Name, drop it onto the Name field in the right
pane.

7. Click Finish to import the data.

You don't need to map all the fields from your source file to Outlook. If your original
database includes hundreds of fields for each record, but all you want to import is the

é@ﬁ M name and business address so that you can prepare a mailing, click the Clear Map but-
ton to eliminate all mappings. Then drag just the handful of fields you want to use into
the destination pane.

EXPORTING OUTLOOK DATA

When you need to export data, Outlook offers fewer options than on the corresponding
import side. In most cases, you’ll need to export the data from one or more folders into a file
using one of the standard data-interchange formats described in this section.

Outlook enables you to export to an Excel worksheet or a Microsoft Access database; choose
the Excel option if you want to manipulate the data using Excel’s list-management features.

To learn more about working with Excel’s list-management features, see Chapter 21, “Organizing Data
with Tables and PivotTables,” p. 627.
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If you plan to export the data into a non-Office program, choose one of the comma- or tab-
delimited text formats. To export data to a file, choose File, Import and Export. In the Import
and Export Wizard, choose Export to a File, and then follow the prompts to select the folder
you want to export from, the file format you want to create, and the name and location of the
resulting output file. As with the import version of this wizard, you can map custom fields.
"This is an excellent way to quickly export selected information from your Contacts folder
into a format that other programs (including Word and Excel) can readily use.

m, If your exported data contains stray characters that cause problems when you try to open the file
in another program, see “Removing Multiline Addresses from Your Contacts Folder” in the
“Troubleshooting” section at the end of this chapter.

2

TROUBLESHOOTING

DRAGGING DOESN'T ALWAYS MOVE AN ITEM

1 tried to move an item from one folder to another,; but Outlook opened the form for a new item
instead.

You can move items only to folders capable of storing that type of item. If you try to move
one type of item (such as an email message) to a folder intended for a different item (such as
the Contacts folder), Outlook assumes you want to create a new item, just as if you had
dropped the original icon on the folder’s shortcut in the Navigation pane. Choose a different
destination folder.

ALARMS FAIL TO GO OFF
1 set a reminder on an Outlook item, but I never received a pop-up reminder.

It sounds obvious, but Outlook must be running if you expect to receive reminders. Outlook
displays past-due reminders the next time you start the program, but these reminders don’t
do you much good if you’ve already missed an important meeting or appointment. To
ensure that Outlook runs every time you start your computer, place a shortcut to the pro-
gram in your Startup group. And if you use reminders, avoid shutting down Outlook except
when you plan to turn off your PC.

RESTORING GROUPS TO AN ARRANGEMENT
In my Inbox, I chose the Size option from the View, Arrange By menu, but I got one long list instead
of the logical groupings I usually see. What bappened?

You must have inadvertently cleared the Automatically Group According to Arrangement
option on the Group By dialog box for the current view. This can easily happen if you tinker
with view settings. To restore the groups, choose View, Arrange By, and click Show in
Groups.

RESETTING THE STANDARD VIEWS

When I view information using a built-in Outlook view, some fields are missing, or the sorting and
grouping options aven’t what I want.
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Outlook makes it too easy to customize the built-in views, which is usually the cause when
fields disappear from standard views. Fortunately, it’s also easy to return a built-in Outlook
view to its original settings. If you’ve messed up the Messages view of the Inbox or the
Address Cards view of the Contacts folder, for example, just choose View, Current View,
Define Views, and then select the view name and click Reset. This option is not available for
custom views.

REMOVING MULTILINE ADDRESSES FROM YOUR CONTACTS FOLDER

When I open the Outlook data I exported to another program, the file contains stray characters that I
didn’t put there. What’s bappening?

Your exported data contains stray characters that cause problems when you try to open the
file in another program. The culprit might be multiline addresses from your Contacts folder.
In some export formats, Outlook includes carriage return characters with each line of the
address, and the program you’re using to import the data interprets these as end-of-record
markers. Try exporting your data again, this time using the Comma Separated Text format,
which adds carriage returns only at the end of a line.

SECRETS OF THE OFFICE MASTERS: SYNCHRONIZING
OuUTLOOK ITEMS WITH A HANDHELD PC OR
SMARTPHONE

If you own a handheld computer such as a Smartphone, a Pocket PC, or a portable media
player, you can synchronize data between your Outlook Personal Folders file and the hand-
held device. Don’t use Outlook’s Import and Export Wizard, however; instead, use the syn-
chronization software included with the computer. In most cases, this software can exchange
data directly with Outlook data files.

To set up and synchronize with a device running Windows Mobile software (formerly
Windows CE), use the software that’s compatible with your operating system. For Windows
XP, this is the ActiveSync utility, available for download from
http://www.microsoft.com/windowsmobile. For Windows Vista, use the Windows Mobile
Device Center, available via Windows Update. In either operating system, you can synchro-
nize your calendar and contacts list, download a limited selection of email messages, and
move files between your handheld device and a desktop or portable PC; you can also config-
ure space-saving options, such as restricting the size of messages on the handheld device and
ignoring attachments.


http://www.microsoft.com/windowsmobile

CHAPTER 9,

READING, WRITING, AND ORGANIZING
EMAIL

In this chapter

Setting Up Email Accounts 220

Configuring Your SMTP Server to Send Mail 228

Sending and Receiving Email 230

Using the Outlook Address Book 235

Composing a New Email Message 240

Organizing Your Email 247

Troubleshooting 255

Secrets of the Office Masters: Using Outlook with AOL Accounts 257



220 | CHAPTER 9 READING, WRITING, AND ORGANIZING EMAIL

SETTING UP EMAIL ACCOUNTS

In Outlook 2007, you can connect to any combination of accounts from any supported mail
server, including Internet-standard (SMTP/POP3/IMAP) accounts, Exchange Server mail-
boxes, Hotmail and MSN accounts, and older third-party servers with MAPI transports.
Your account settings are saved in a user profile.

=> Most users need only a single Outlook user profile; to learn when multiple profiles may be necessary
and how to create them, see “Setting Up Alternative Profiles,” p. 227.

Beginning with Outlook 2002, Microsoft's developers eliminated the frustrating split per-
sonality that plagued Outlook 98 and Outlook 2000. Configuring those earlier versions
required that you make a choice between two modes when setting up a profile—
Corporate/Workgroup (CW) and Internet Mail Only (IMO)—with different menus, feature
sets, and options for each one. If you're upgrading from Outlook 2000 or earlier, you can
safely forget all the mumbo-jumbo you had to memorize about multiple modes.

The first time you run Outlook 2007, it scans your system for compatible email client soft-
ware. If it finds a previously configured version of Outlook (any edition), Outlook Express,
or any of several mostly older third-party programs, it offers to import your account settings
(server information, username, and so on) and any existing mail messages. If you accept this
option, you're done—Qutlook creates a default profile, sets up mail accounts, and copies all
your messages to your Inbox. You may be asked to reenter passwords the first time you con-
nect to a mail server, but otherwise you shouldn’t have to jump through any extra hoops to
complete your configuration.

If Outlook can’t find a compatible email program to upgrade, you’ll need to create a profile
with at least one email account. This process is almost completely automatic for many com-
mon account types. How to set up a new account depends on what you’ve previously done
with Outlook:

m If this is the first time you’ve run Outlook under this user account, you jump straight to
a wizard that offers to set up an email account. If you click Yes, you reach the Auto
Account Setup dialog box, which is described in the next section.

m If you've previously set up Outlook, click the Mail icon in Windows’ Control Panel,
which opens the dialog box shown in Figure 9.1, and then click E-Mail Accounts. On
the E-mail tab, click New. In the Choose E-mail Service page, select the Microsoft
Exchange, POP3, IMAP, or HT'TP option, and click Next to open the Auto Account
Setup dialog box.

m If Outlook is already running, choose Tools, Account Settings. On the E-mail tab, click
New. In the Choose E-mail Service page, select the Microsoft Exchange, POP3, IMAP,
or HT'TP option and click Next to open the Auto Account Setup dialog box.

All of these roads lead to the same place: the Auto Account Setup dialog box shown in
Figure 9.2.



Figure 9.1

To configure Outlook
accounts, data files, or
profiles, you can use
the Mail icon in
Control Panel, which
opens this dialog box.

Figure 9.2

When you enter the
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Add New E-mail Account

Auto Account Setup
Clicking Next will contact your e-mail server and configure your Internet service provider or Microsoft
Exchange server account settings.

s

TN

Your Name: [Katy Batt |

Example: Barbara Sankovic

E-mail Address: | com |

i
Example: barbara@contoso.com

Password: |

Retype Password: |

Type the password your Intemnet service provider has given you.

Manually configure server settings or additional server types

<gack ][ Next> | [ cancel

After you enter your name, your email address, and your password (twice), click Next.

Outlook tries to deduce your correct server settings and automatically establish a connec-

tion. You’re most likely to succeed if your account uses plain-vanilla settings, or if it’s pro-

vided by a well-known Internet service provider or hosted service.

Outlook first tries to make a secure connection; if that fails, it prompts you to try again, this
time using an unencrypted connection. If neither option succeeds, Outlook tries some basic
troubleshooting logic, giving you the option to reenter your email address and password. If
auto setup fails, click the Manually Configure Server Settings Or Additional Server Types
check box and then click Next.

In the remainder of this section, we’ll explain how to manually configure the different types
of email accounts and how to manage multiple accounts.

CONFIGURING INTERNET STANDARD EMAIL ACCOUNTS

Outside of the corporate world, the most popular email configuration by far is an Internet-
standard SMTP server that supports POP3 connections. To successfully retrieve messages
from this type of server, you have to configure Outlook to communicate with incoming and
outgoing mail servers (which may be located on the same physical machine with the same
address).
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SMTP stands for Simple Mail Transfer Protocol, which is the most widely used method
for transferring outgoing mail to its ultimate destination. Typically, you connect to an
SMTP server at your Internet service provider, which accepts the message on your behalf
and makes contact with the SMTP server that handles mail for the recipient. The recipi-
ent’s SMTP server stores the message in a mailbox.

To retrieve messages from a mailbox at most Internet service providers, you use a mail
client that supports Post Office Protocol 3 (POP or POP3, for short). When you set up
Outlook for use as a POP3 client, it downloads headers, message bodies, and attach-
ments to your Personal Folders file.

A much less popular option for retrieving mail is Internet Message Access Protocol 4
(IMAP). With IMAP, messages are stored on the server itself rather than in your Personal
Folders file. If you set up an IMAP account, you will see an additional tab (IMAP) on the
<Account> Properties dialog box, and the account name will appear in your folder list as
a new icon at the same level as your Personal Folders file.

You can only set up IMAP if your server supports it. The IMAP protocol offers options
that are especially useful over slow connections, but it also creates some configuration
headaches when using Outlook. For example, in some circumstances you won't receive
notifications of new mail, even if you've set up Outlook to do so.

If the automatic setup fails (or if you bypass it to choose a manual setup), you see the dialog
box shown in Figure 9.3. Choose Internet E-mail and click Next to continue.

Figure 9.3 ‘Add New E-mail Account =
When automatic setup Choose E-mail Service 3

fails, choose one of
these options to begin

(@ Internet E-mail

Setting Up your Connect to your POP, IMAP, or HTTP server to send and receive e-mail messages.
account manually. ©) Microsoft Exchange
Connect to Mirosoft Exchange for access to your e-mall, calendar, contacts, faxes and voice mail.
() Other

Connect to a server type shown below.

Outiock Mabile Service
Outiook Mabile Service (Text Messaging)

<Back |[ Next> | [ cancel

To begin manual setup, enter information on the Internet E-mail Settings dialog box shown
in Figure 9.4. All information here is required. For technical details such as the names of
mail servers and the username and password you use to log on, fill in the information exactly
as it’s provided to you by your Internet service provider or mail system administrator. In the
User Information section, enter your name and email address exactly as you want mail recip-
ients to see these details in the From line on messages you send.



Figure 9.4
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Add New E-mail Account

Internet E-mail Settings

Each of these settings are required to get your e-mail account working,

sy
7

User Information Test Account Settings
Your Name: |,(at, Bott | After filling out the information on this sareen, we
e r you test your account by dicking the
E-mail Address: katy Eexample.com | button below. (Requires network connection)
Server Information
< Test Account Settings ...
Account Type: POP3 =
Incoming mail server: |mail.example.com |
Outgoing mal server (SMTP): [smip, example. com
Logon Information
User Name: [katy |
Password: ]
Remember password
[~ Require logon using Secure Password Authentication (SPA)
<Back [ Next> | [ cancl |

When filling out this dialog box, the input fields are identical regardless of whether you
choose POP3 or IMAP as the account type. After filling in the required details, click Test
Account Settings to verify that the information you entered works properly. As part of the
test, Outlook connects to your incoming and outgoing mail servers and sends a test message
to your account. If you receive an error message, check your username, password, and server
names carefully. If the test succeeds, you can adjust advanced settings, as we explain here, or
click the Next button to add the newly created account to your profile.

£Qeily

If you use more than one mail account, enter slightly different information in the Name
field so that you can clearly differentiate which is which. For example, in the account you
use to send and receive mail through a corporate server, add your company name in
parentheses after your username. When you receive replies to messages you sent
through that account, you'll usually be able to spot them quickly just by looking at the

name in the To field.

In the Server Information section, you must specify fully qualified domain names for both
incoming and outgoing mail servers. At some Internet service providers, both names are

identical, usually in the form mail.example.com. Other common configurations use smtp,

pop, or pop3 as part of the full server name, with separate server names for incoming and
outgoing mail servers. Most ISPs provide this information when you establish an account,
and those that care about their customers also make it easily available on the Web. (Browse
to your ISP’ home page and look for a support or setup link.)

Pay special attention to the User Name box in the Logon Information section. Some servers
require your full email address, including domain name, whereas others use only the portion
that occurs before the @ sign. If you want Outlook to supply your password automatically

each time you connect to the server, enter it in the Password field and select the Remember
Password check box.
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NOTE
Leave the Password box blank if you want to minimize the risk that another user can
send mail from your computer using this account; in that configuration, Outlook prompts
you for your password the first time you connect to the server after starting Outlook. This
precaution isn't foolproof; if you start Outlook, enter your password, and then walk
away, anyone with physical access to your computer can read email and send messages
from your account.

What should you do with the Secure Password Authentication (SPA) box? In general, you
should leave it blank. This confusing option is a separate security package that prompts the
user for credentials when logging in to a server. Today, it is extremely rare at ISPs; older ver-
sions of MSN (POP3 accounts created before November 2000 and never converted to web-
based format) and CompuServe used SPA. If your ISP tells you to select this check box, do
so; otherwise, leave it blank.

After you use this dialog box to create a new account, click the More Settings button and
adjust the information on the General tab (see Figure 9.5). In particular, give the account a
friendly name (the default is the name of the incoming mail server or your email address);
you can choose to fill in the optional Organization and Reply E-mail fields here as well.

Figure 9.5 =]
If you have multiple o | T L
email accounts, be
. Mail Account
sure to Change this Type the name by which you want to refer to this account, For
default account name example: "Work” or "Microsoft Mail Server”
to something more | 3 |
descriptive_ Other User Information
Organization: | |
Reply E-mail: | |

If your outgoing mail keeps getting rejected, see “Solving SMTP Snags” in the “Troubleshooting”
.\ ¥ section at the end of this chapter.

CONNECTING TO AN EXCHANGE SERVER

If you have an account on an Exchange Server, your setup options are dramatically different
from those on a POP3 server. You must be online and able to connect to the Exchange
server to perform this setup. Make sure you have the server name, your username and pass-
word, and any other required information before starting.
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On corporate networks that use Exchange Server, administrators handle the work of set-
ting up user accounts, and they typically have a low tolerance for users who screw up
their mail settings. Before you change any of the details in your Exchange Server account
settings, we recommend you contact your mail administrator.

To add an Exchange account to your profile manually, you must close Outlook first. Then

follow these steps:

1. Open Control Panel, double-click the Mail icon, and click E-mail Accounts.
2. With the E-Mail tab of the Account Settings dialog box active, click New.
3. Select the Microsoft Exchange, POP3, IMAP, or HT'TP option in the Choose E-mail

Service dialog box and click Next.

4. Click the Manually Configure Server Settings or Additional Server Types option in the

Auto Account Setup dialog box and click Next.

5. In the Choose E-mail Service dialog box, click Microsoft Exchange and click Next.

6. Outlook presents the dialog box shown in Figure

9.6. Enter the name of the Exchange

Server and your username, and then click the Check Name button. After making the
connection to the server, Outlook changes the User Name display to include the correct

form of your mailbox name and underlines it.

Figul’e 9.6 Add New E-mail Account @
Click the Check Name Microsoft Exchange Settings 3
button to Venfy your ‘You can enter the required information to connect to Microsoft Exchange.
settlngs. After connect- Type the name of your Micosoft Exchange server. For information, see your system
ing with the Exchange it

3 Microsoft Exchange server: |exchange.example com|
Server, Outlook dis- e
w;?]’sat:i:dsee:l |’r\]|:me Type ﬂ'I;E name of the mailbox set up for you by your administrator, The maibax name

3 is usually your user name.

User Name: |Katy Bott | [(checkame
<Back [ Next> | [ cancdl |

By default, your new connection uses Cached Exchange Mode, in which Outlook stores a
copy of your mailbox locally, synchronizing the local copy with the server while you’re con-
nected. If you clear the Use Cached Exchange Mode check box, you’ll have to periodically
synchronize the contents of your mailbox when you’re online.

Click the More Settings dialog box to adjust any or all of the following settings:

®m General—Give your account a descriptive name and specify how you want to control

the connection.
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B Advanced—Use these settings to specify that you want to open additional mailboxes or
public folders. You can also control Cached Exchange Mode settings here.

m Security—These options set up an encrypted connection between Outlook and your
Exchange Server, preventing anyone who intercepts your data stream from reading your
mail or “sniffing” passwords. The server administrator will tell you which options are
supported for your configuration.

m Connection—Options on this tab resemble those used for Internet Explorer. You can
specify whether you want to use your local area network or a dial-up connection. The
most interesting option available here is Outlook Anywhere (shown in Figure 9.7),
which allows you to connect to your Exchange Server using the standard HT'TP proto-
col; this option allows you to bypass many proxy servers and firewalls that might other-
wise block the ports used by Exchange Server. You’ll need to confirm with your server
administrator that this connection mode is supported before enabling it.

Figure 9.7 RGO =
The Outlook Anywhere

check box allows you |.senerel | Advanced | Securty | Cornection |Remotetéal]
to connect to your Connection

EXChange Ser\/er using Use these settings when connecting to Microsoft

Exchange when warking offline:

the standard HTTP pro-
tocol, bypassing restric-
tions on many
firewalls.

(@) Connect using my Local Area Network (LAN)

") Connect using my phone line
(7 Connect using Internet Explorer's or a 3rd party dialer

Modem

Use the Following Dial-Up Networking connection:
| Properties... | Add... ‘

Outlock Anywhere

|| connect to Microsaft Exchange using HTTP

Exchange Proxy Settings. ..
[ oc J[ concel J[ aoty ]

B Remote Mail—This tab allows you to define filters that exclude messages from being
downloaded based on criteria you define. This option is useful if you are on a slow or
expensive connection and you want to prevent messages with large attachments or those
in specific folders from being downloaded.

USING HOTMAIL, MSN, AND OTHER HTTP ACCOUNTS

If you have a free Hotmail or MSN account that you normally access via the Web, you can
read and send messages from within Outlook. For many web-based mail providers, including
Hotmail, MSN, and Google Mail, the automatic account setup option is easy and foolproof.
You can also use the manual options described in the previous section. In the Internet E-mail
Settings dialog box, select the HT'TP option from the Account Type list, and select Hotmail
or MSN.
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Microsoft disingenuously offers an “Other” option that allows you to enter the URL of an
HTTP server from a non-Microsoft provider. As of this writing, no other web-based email
providers are compatible with this option. To access Google Mail via Outlook, you use its
POP3 settings (which are recognized and configured automatically when you enter a
gmail.com address). Yahoo! Mail also uses POP3 settings and requires a premium
account.

As with a POP3 account, you need to specify your username and password for an HT'TP
account. However, the server details are filled in automatically for you and you have limited
connection options.

You can set up multiple HT'TP-based Hotmail and MSN accounts in a single Outlook pro-
file. If you have more than one Hotmail account, use the technique described in the previous
section to give each account a descriptive name so you can identify it easily.

Hotmail accounts work differently from POP3 accounts. For more details, see the following
section.

MANAGING MULTIPLE EMAIL ACCOUNTS

How many email addresses do you use? Between work, home, and web-based accounts, it’s
not unusual for even a casual email user to have three or more accounts to check. If you’re
an email addict, you could easily have more than 10 email addresses to keep track of.

Outlook includes a variety of tools and features that you can use to manage multiple email
accounts effectively:

m Outlook 2007 offers full support for Microsoft’s web-based mail accounts, Hotmail and
MSN, and supports other web-based services via POP3 settings.

® You can define multiple Send/Receive groups with separate connection settings for each
mail account. This allows you to check your favorite mail accounts regularly while
downloading from infrequently used mail accounts only when you want to do so.

B You can define rules to process incoming and outgoing mail automatically—moving it
to folders, color coding it, or assigning a message priority, for example.

Later in this chapter, we’ll explain how to use each of these options most effectively.

If you experience problems sending mail through multiple accounts from a single connection, see
“Working Around Antispam Filters” in the “Troubleshooting” section at the end of this chapter.

SETTING UP ALTERNATIVE PROFILES

Outlook profiles allow you to manage groups of accounts. In Outlook 2007, your main pro-
file is configured automatically during the initial setup process; you can set up additional
profiles later, although this is rarely required. For most people, a single profile containing all
accounts is the correct configuration.
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When you set up a new profile, you associate email accounts and data files with that profile.
"This option allows you to use one profile to access mail directly from an Exchange server,
with another profile set up for remote access synchronized to an Offline Folders file. You
might want to set up separate profiles if you have highly confidential work email and you
want to avoid any possibility of mixing messages and accounts between your work connec-
tion and your personal files.

To set up an Outlook profile, double-click the Mail icon in Control Panel and click the
Show Profiles button. This option displays the dialog box shown in Figure 9.8.

Figure 9.8 M

Use the options at the ==

bottom of this dialog Glf“]

bOX to SEIed a prOﬁIe @ The following profiles are set up on this computer:
when you start

Outlook.

Add... ][ Remove ][Pn;mrhes H Copy... ]

When starting Microsoft Office Outlook, use this profile:
(@) Prompt for a profile to be used
() Always use this profile

|O|.| Hook v |

[ ok J[ concel J[ apoy |

Click the Add button to create a new profile. A series of dialog boxes will prompt you to add
email accounts and specify a data file. Click the Remove button to eliminate an existing pro-
file. To work with a profile without opening Outlook, choose the profile and click the
Properties button.

Normally, Outlook creates a single profile and uses it automatically each time you start.
Choose the Prompt for a Profile to Be Used option if you want to select from a list of avail-
able profiles every time you start Outlook.

CONFIGURING YOUR SMTP SERVER TO SEND MAIL

In the never-ending battle against junk mail, Internet service providers are increasingly
installing locks on their outgoing mail servers to keep them from being taken over by spam-
mers intent on illicitly relaying bulk messages to an unwilling audience. In the good old
days, you could simply enter the name or IP address of your SMTP server and start sending
mail. Today, some ISPs allow access to SMTP servers only when you can prove your iden-
tity. Others allow access only when your IP address is on their network.

If your network administrator or email host has enabled extra security precautions on your
SMTP server, you may need to go through additional configuration steps to prove that
you’re an authorized user before you can successfully send messages to the outside world.
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et up custom authentication options for an account, click the More Settings button on

the Internet E-mail Settings dialog box and click the Outgoing Server tab. You’ll see the dia-
log box shown in Figure 9.9. Select the My Outgoing Server (SMTP) Requires
Authentication check box and then use one of the following options:

Figure 9.9 “Interet E-mal Settings =
For networks that

restrict acces

SMTP servers, use this

dialog box to adeSt @) Log on using
authentication User Name: | |
options. Password: [ |

Outgoing Server | Connection | Advanced

s to :
[¥]My outnoing server (SMTP) requires authentication

(©) Use same settings as my incoming mail server

Remember password
[7] Reguire Secure Password Authentication (SPA)

() Log on to incoming mail server before sending mail

In the simplest scenario, the server requires you to log in with the same credentials as
you use for your incoming POP3 server. Select the Use Same Settings as My Incoming
Mail Server option.

In some cases, you may have to log on with a specific username and password that is
different from the one specified for the incoming server. This might be true if you're
receiving mail from a remote server on one network while sending messages out
through your ISP’s SMTP server. Click the Log On Using option and then fill in the
User Name and Password boxes.

Some SMTP servers require that you log on to your incoming POP3 server (authenti-
cating yourself with your username and password) before you’re allowed to send mail.
Choose the final option, Log On to Incoming Mail Server Before Sending Mail.

An increasing number of ISPs block all traffic outside their own network on port 25 (the
default port used by SMTP servers). This prevents spammers from using the ISP’s network
to relay junk mail through a server on another network. If this is how your Internet service
provider has chosen to configure your network, you have two options:

Use the ISP’s SM'TP server for all outgoing mail and customize the Outgoing Server
options as noted previously in the second option.

Configure your outgoing server on the “foreign” network so that it uses a port other

than port 25. This option is available only if you directly control the configuration of
the SM'TP server or if the server administrator provides an alternative configuration

designed to address this issue.
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SENDING AND RECEIVING EMAIL

Some experts recommend that you check email only twice a day—any more often, they say,
and you won’t be able to concentrate on what’s really important. At companies that live and
die by email (including many in the computer and Internet industries), following that advice
would be a classic career-limiting move.

Still, the general point is valid: Figure out how often you need to check email, and use
Outlook to do as much of the work as possible. You have a variety of manual and automatic
choices that control how you check messages.

SETTING UP SEND/RECEIVE GROUPS

By default, Outlook assigns the same mail-checking options to all your email accounts.
Messages you create are sent out as soon as you click the Send button. When you press F9
or click the Send/Receive button, Outlook sends any messages in the Outbox and then
checks each account for new messages, going through the accounts in the order in which
they appear in the E-mail Accounts dialog box. To adjust the settings for this All Accounts
group, or to create additional groups, choose Tools, Options; click the Mail Setup tab;

and click the Send/Receive button. This opens the Send/Receive Groups dialog box (see

Figure 9.10).
Figure 9.10 Send/Receive Groups =)
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Most of the options here are fairly self-explanatory. You can create a new group; edit, copy,
or rename a group; or remove a group from the list. Note that you can also define separate
online and offline settings, which are controlled by the Work Offline choice on Outlook’s
File menu. New in Outlook 2007 is the capability to separately allow or suppress checking
of RSS web feeds. These options are especially useful if you have a dial-up connection; users
with always-on broadband connections can safely ignore offline settings.
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"To add a Send/Receive group, click the New button. Give the group a name and click OK to
display the dialog box shown in Figure 9.11. (Note that the options vary depending on the
type of account you’ve selected.)

Figure 9.11 Send)/Receive Settings - Wark Mail Only |
Adjust settings for | Accounts | [@]nclude the selected account i this group
each mail account Azt Options
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group Katy's Mail () Download headers for subscribed folders

(7 Dawnload complete items induding attachments for subscribed folders
(@) Use the custom behavior defined below

Folder Options
Select folders from the selected account to include in send/receive
o & ® Dawnload headers only
o @I Inbox Download complete ftem including
I3 Mailing Lists SacEe
I3 Personal

In each Send/Receive Group, you can define whether to send or receive mail items and
whether you want to download headers only or retrieve complete items. In the case of web-
based mail accounts or IMAP accounts, you can specify which folders to download.

Each Send/Receive Group you create appears on the Tools menu, under the cascading
Send/Receive list. Using this menu, you can select all accounts, choose a group you've
defined, or check messages for a single account.

CHOOSING WHICH MESSAGES TO DOWNLOAD

With any Internet email account (including Hotmail and MSN accounts), you can specify
that you want Outlook to download only the headers of messages, rather than the full mes-
sage bodies. This option is a lifesaver when you have a slow connection, especially when
you’re paying by the minute. It’s also a useful way to keep spam and unwanted attachments
from clogging up your mailbox.

To tell Outlook you want to work with message headers from a specified account, open the
Send/Receive Settings dialog box as described in the previous section, click the icon in the
Accounts pane at left, and select Download Headers Only. (For an IMAP account, you can
specify this option on a folder-by-folder basis or choose the Download Headers for
Subscribed Folders option to specify that you want to retrieve headers for all folders.) For
POP3 accounts only, you can specify that you want to receive messages below a certain size
threshold (typically regular text messages) but leave larger messages on the server while you
decide what to do with them; select the Download Only Headers for Items Larger Than nz
KB box.
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When you connect to an email account that is configured to download headers only,
Outlook downloads the envelope information (subject, sender, size, and so on) to your
Inbox. An icon to the left of the item indicates that it hasn’t yet been downloaded. Select
one or more items and right-click to see a shortcut menu that lets you choose whether to
download or delete each message.

If you double-click the message header, Outlook displays a dialog box offering the same
choices that are available from the shortcut menu. Or you can use the keyboard shortcuts:
Ctrl+Alt+M to mark a message to be downloaded, Ctrl+Alt+U to unmark the selected headers.

The next time you connect to the server, Outlook processes the marked headers. To manu-
ally connect and download or delete the messages immediately, click Tools, Send/Receive,
and choose Process All Marked Headers or Process Marked Headers in This Folder. If you
mark a message to be deleted, Outlook tells the server to delete it immediately, without ever
downloading it to your Inbox.

When you work with message headers, Outlook's Junk Mail filters don’t have a chance to
kick in until you actually download the message. If you have an account that receives a
lot of spam, you'll have to decide whether to mark the messages to be deleted without
downloading, or to download the messages and let the Junk Mail filters do their work.

CHECKING FOR NEW MESSAGES

By default, Outlook checks messages at startup, or when you press F9, or when you click the
Send/Receive button. If you have a permanent Internet connection, you can configure
Outlook to check for new messages automatically by choosing options on the Send/Receive
Groups dialog box.

Under several circumstances, you might prefer to check your email manually rather than set-
ting an automatic option:

m Ifyou're on a business trip and using Outlook on a notebook computer, you can’t pre-
dict when you’ll have an Internet connection. Configure Outlook’s Send/Receive
Groups to skip automatic mail checking when you work offline.

m For secondary mail accounts that you use only sporadically, you might choose to check
your mail once every few days or even less frequently. When setting up a mail account
in this configuration, clear the Include the Selected Account in This Group check box.

m If you're expecting an important message and your next scheduled automatic connection
is hours away, make a manual connection.

m If your Internet connection is via the single phone line that serves your home or office,
you probably want to check for mail only when you’re certain other family members
aren’t on the phone.

When you click the Send/Receive button on the Standard toolbar, Outlook uses the settings
from the All Accounts group. To check a single account, choose Tools, Send/Receive; then
select the correct account or group from the cascading menu.
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SETTING NOTIFICATIONS

Outlook offers to notify you in several ways when you’ve received new mail. To change noti-
fication settings, choose Tools, Options; click the E-mail Options button on the Preferences
tab; and click the Advanced E-mail Options button. As Figure 9.12 shows, all of the follow-
ing options are enabled by default, but can be disabled by clearing a check box.
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Outlook to Show Desktop Alerts” in the Figure 9.13
“Troubleshooting” section at the end of this
chapter.

SPEED-READING NEW MESSAGES WITH THE READING PANE

How many email messages do you get every day? If your business revolves around email,
you may get hundreds of messages a day, and dealing with them effectively means you have
to make decisions about each one in just a few seconds. When time is of the essence, the
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Reading pane can be a tremendous time-saver. The Reading pane previews the formatted

text of messages and allows you to preview attachments in compatible formats. As you can
see in Figure 9.14, turning on the Reading pane shrinks the message list to a still-readable
display that shows the sender, date, and subject of each message. As you select items in the
list, the contents appear in the pane to the right.

Figure 9.14
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If you prefer, you can arrange the screen so the Reading pane appears below the mes-
sage list. Choose View, Reading Pane, Bottom to select this configuration.

Here’s how to use the Reading pane to blast through messages at lightning speed:

1. Click the Mail or Folder List button on the Navigation pane and click the Unread
Messages search folder. (If this search folder doesn’t exist, you’ll have to create it using
the techniques described in “Creating and Using Search Folders,” later in this chapter.)

2. If you can’t see the contents of a message when you click its entry in the message list,
click the Reading Pane button. Using this pane lets you quickly scan any message with-

out having to open it.

Choose Tools, Options; click the Other tab;
and click the Reading Pane button to display
the Reading Pane dialog box shown in Figure
9.15. Select the middle check box (Mark Item
as Read When Selection Changes) to mark
mail as read when you view it in the Preview
pane; if you want to be able to skip over some
messages and leave them marked as unread,

R

Reading Pane options

[#] Mark item as read when selection changes
[7]single key reading using space bar

=

[F] Mark items as read when viewed in the Reading Pane
‘wait IZI seconds before marking item as read

[ oc J[ concl ]

Figure 9.15
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select only the check box at top (Mark Items as Read When Viewed in the Reading
Pane) instead, and leave the wait time at least 5 seconds.

If you're unable to view some messages in the Reading pane, see “When Active Means Invisible”
\\ % in the “Troubleshooting” section at the end of this chapter.

4. Begin reading your mail. Use the spacebar to move through the contents of each mes-
sage, one screen at a time. (Don’t use the arrow keys.) As you finish with each message,
press Ctrl+R to compose a reply, Ctrl+Shift+R to reply to all. Press the Delete key to
send the current message to the Deleted Items folder and move to the next one in the
list, or press the spacebar to mark the previous message as read and jump to the next
unread message.

USING THE OUTLOOK ADDRESS BOOK

In terms of complexity, Outlook’s address-book structure historically has fallen somewhere
between baseball’s infield-fly rule and the U.S. tax code. What looks simple on the surface
quickly becomes baffling, thanks to the many locations in which Outlook can store email
addresses and other contact information, and two completely different interfaces for viewing
and editing that information. Outlook 2007 is slightly simpler than its predecessors because
it no longer supports the Office 97-style Personal Address Book file format. On Windows
Vista, you can eliminate the old Windows Address Book format as well.

Where are your email addresses stored? Depending on your configuration, Outlook might
use any of the locations listed in Table 9.1.

TABLE 9.1 OUTLOOK ADDRESS BOOK OPTIONS

Location Description

Global Address List This is the master address book on a network running
Microsoft Exchange Server.

Offline Address Book Available only on networks  romE——— B
running Exchange Server;
by default, it includes all
addresses from your site,

Microsoft Exchange offiine address book:
Download changes since last Send/Receive

Information to download

typically a subset of the @ FullDetais

GlObal Address LiSt' TO () No Details. This choice takes less time to download the
create an Offline Address ;Tﬂ:;d:’nﬁ::g;':f:;i :fg’fmﬂ’r‘fﬂ;gg:‘”t
Book, you must be con- pat RemotE k.

nected to an Exchange Address book

Server; choose Tools, e Do

Send/Receive, Download [\pott.maistreet.com -

Address Book. As Figure
9.16 shows, you can reduce o ]
the size of the download
by choosing the No Details
option.

Figure 9.16

continues
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TABLE 9.1 CONTINUED

Location Description

Contacts Folder The default location for addresses in your primary store; you can
create additional folders containing Contact items and make them
available for use with email messages as well.

Windows Address Book This application, included with Outlook Express in Windows XP,

(*.wab) stores addresses in its own file format (using the .wab extension).
This format is not used in Windows Vista, which stores each contact
item as a separate file in its Address Book in the Contacts folder (the
one in your user profile, not Outlook’s version).

Other MAPI-based address ~ Third-party software developers can hook into Outlook as services,
books using their own file formats to store address information.

Did you notice that we didn’t mention the Outlook Address Book? In Outlook 2007, the
Address Book does not point to a physical location for storing addresses. Instead, it repre-
sents an important alternative method for viewing the contents of the Contacts folder and
any other folders that contain Contact items. As you’ll see shortly, this is a crucial concept in
understanding how to configure Outlook addresses.

When you install other programs, they might take over functions you expect Outlook to

handle, including email and address-book management. To specify that you want to use
é@(’- /dﬁ Outlook as your default email, calendar, and contact manager, choose Tools, Options;

select the Other tab; and select the Make Outlook the Default Program for E-mail,
Contacts, and Calendar check box.

Outlook includes the Contacts folder as a default store for contact information, but you
might find it useful to create additional contact folders. For example, at work you might
want to segregate information about friends and family in one folder and reserve your main
Contacts folder for business contacts. If you’re a frequent traveler, put listings for hotels, air-
lines, restaurants, and other on-the-road resources in a Travel folder. If your collection of
contacts is particularly large, you can subdivide it even further, into separate folders for
Customers and Suppliers, for example, all stored as subfolders under the Contacts folder.

CONFIGURING ADDRESS BoOK OPTIONS

Savvy Outlook users do most address management from the Contacts folder. Its default
data-entry form is the most flexible way to enter new items, and its support for custom views
and filters makes it the best choice for quickly viewing information. But Outlook also offers
another view of the Contacts folder; click the Address Book button on the Standard toolbar
to display a window on your Contacts like the one shown in Figure 9.17. To narrow the list,
enter all or part of a name in the Search box and click Go. Unlike folders that contain
Contact items, this view shows only items that have an email address or a fax number.
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=> For full details on how to use the Contacts folder, see “Keeping Your Contacts
List Under Control,” p. 259.

If you set up Outlook on a new computer with Internet-standard email accounts, you’ll end
up with a single location for storing addresses—the Contacts folder. If you connect to an
Exchange Server, you’ll have the Global Address List in your Address Book list, and possibly
a local copy of that list (the Offline Address Book). And you might choose to create addi-
tional Contacts folders for the sake of organization.

If you have more than one address book, we recommend that you double-check your
Outlook setup to make sure you’ve eliminated the possibility of creating duplicate addresses
and that your Address Book is correctly configured. To verify your current settings, you’ll
need to look in three places:

m Right-click the Contacts folder icon in the Navigation pane and choose Properties. On
the Outlook Address Book tab, be sure the Show This Folder As an E-mail Address
Book check box is selected. Click OK to close the dialog box. Repeat this step for any
other folders that contain contact items with email addresses.

m Choose Tools, Account Settings, and click the Address Books tab. Select the Outlook
Address Book entry in the list and click Change. Verify that this entry points to the cor-
rect folder. If it’s incorrect, click Remove Address Book. Adjust the way names display if
necessary in the Show Names By section of the dialog box.

m If the Outlook Address Book is not listed in your profile, click the New button on the
Address Books tab if the Account Settings dialog box, choose Additional Address Books,
and click Next. Choose Outlook Address Book and follow the prompts. Close and
restart Outlook if prompted.

You don't have to designate all contact folders as address books. Reserve this honor for
folders filled with items that have email addresses or fax numbers. If you create a folder

é@(’- M with contact items that identify restaurants, hotels, airlines, and other travel-related insti-
tutions that you typically contact over the phone rather than through email, don't desig-
nate this folder as an address book.
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If you receive email through an Exchange Server, your profile might also include an
Offline Address Book. Do not remove this entry from your profile.

Close all dialog boxes and choose Tools, Address Book. Click the drop-down Address Book
list Show Names to verify that the folders you specified are available in the Address Book.

ADDRESSING AN EMAIL MESSAGE
When addressing an email message, you have several options:
m The most reliable way to make sure you address each message correctly is to reply to an

email message you've received. In this situation, you can almost always be certain that
the address is accurate. (If it turns out to be wrong, you can blame the original sender.)

&S If you reply to a message and get a delivery failure, see “When Your Email Bounces” in the
y “Troubleshooting” section at the end of this chapter.

jaIv110S

Although it’s not immediately obvious, all address information in the header of a mes-

sage you receive is “live.” Right-click any address to display a shortcut menu. Choose
é@(’- /Mﬁﬁ Add to Contacts to create a new item in your Contacts folder using the name and email

address displayed in the header, or choose Look Up Contact to search your Contacts
folder for an item that contains a matching email address. You can also use the shortcut
menu to copy the address and paste it in the To or CC box in another message.

m For addresses you don’t plan to reuse (such as a request for information from a mer-
chant), enter the full email address in the To, Cc, or Bec box.

m Open the Address Book, select one or more names, and click the New Message button.

m Open the Contacts folder, select one or more names, and choose Actions, New Message
to Contact.

m Start a new message and click the To, Cc, or Bee buttons to display the Select Names
dialog box, which shows the Address Book with boxes below the list where you can
enter addresses. Select one or more names and then click the To, Cc, or Bee button to
add addresses to that field. This is the easiest way to add a large number of addresses to
a message quickly and accurately. Click OK to return to the message window.

m For people you send mail to most frequently, enter any portion of the recipient’s name
in any envelope field (To, Cc, or Bec) and let Outlook’s AutoComplete feature resolve
the address for you. (To enter multiple names this way, separate each name with a
comma or semicolon.)

AutoComplete is a power user’s dream. It searches in your Contacts folder and other
Address Book locations; it also remembers addresses you’ve recently entered manually or by
replying to a message. If Outlook finds one and only one matching item, it completes the
name automatically, using the default email address. If Outlook finds multiple matching
names, it shows a drop-down list of matching names so you can select one.
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AutoComplete can also cause nightmares if you're unaware of how it really works.
Because the list of AutoComplete possibilities includes addresses you've entered manu-
ally, Outlook may “remember” a name and suggest it to you. The name looks all right in
the To field, so you accept it; unfortunately, you don't realize that the message is going to
a rarely used email account for that contact, rather than the address she checks 10 times
a day. To avoid this possibility, double-click the name in the To field to display a dialog
box that shows the Display Name and E-mail Address fields.
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If you find that AutoComplete has “memorized” some incorrect addresses, see “Cleaning Up the
AutoComplete List” in the “Troubleshooting” section at the end of this chapter.

To configure AutoComplete options, choose Tools, Options, click the E-mail Options but-
ton on the Preferences tab, and click the Advanced E-mail Options button. Select or clear
the Suggest Names While Completing To, Cc, and Bcc Fields box at the bottom of the dia-
log box to enable or disable AutoComplete.

How do you deal with contacts that have multiple email addresses? Don’t create multiple
Contact items, each with a different address; that will cause a mess when Outlook tries to
resolve the addresses for you. Instead, enter each different email address as part of the same
Contact item. When you use the Contacts folder, you can enter up to three email addresses;
the first is the default address that Outlook uses when sending mail to that person.

USING PERSONAL DISTRIBUTION LISTS

Outlook enables you to create an alias called a Personal Distribution List that represents a
group of email addresses. Use this option to avoid having to repeatedly enter a slew of
addresses when you routinely send mail to the same group of people. For example, if you're
on the board of a local charity, you can create a Personal Distribution List that includes all
the other members of the board, and then name it Board of Directors. When you type that
name in an envelope field on a message form, Outlook recognizes the list and resolves it for
you. When you send the message, Outlook substitutes all the individual names so that your
message is delivered correctly.

To create a Personal Distribution List in the Contacts folder, choose File, New, Distribution
List. From the Address Book, choose File, New Entry, choose New Distribution List, and
click OK. Both methods lead to the dialog box shown in Figure 9.18.

Enter the name you want to use for the list in the Name field. Click the Select Members
button to add names from the Address Book. Click the Add New button to open a dialog
box where you can enter a new name that isn’t currently in your Contacts folder; select the
Add to Contacts check box to store that new item in the Address Book as well as in the
Personal Distribution List. After you finish adding names to the list, click the Save and
Close button to save the list.
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Personal Distribution Lists appear in the Address Book as boldfaced entries; in the Contacts
folder, they appear as one-line entries with a distinctive icon. If you need to change the
lineup of names that make up the list—if a member of the board quits and another takes her
place, for example—double-click the item to reopen this dialog box, and then select the
names you no longer need and click the Remove button to get rid of them.

If you routinely send messages to a large number of recipients—more than 10, for exam-
ple—think carefully about how to address the message. If it's not necessary for any of the

é@(‘- M recipients to respond to all others on the list, address the message to yourself and add
the other recipients’ names to the Bcc field. Your message is far more likely to be read in
this format, especially by people using mail software that displays the entire message

header—a list of 20 or so names takes up the entire screen and pushes your message
completely out of sight otherwise.

ComPOSING A NEw EMAIL MESSAGE

After successfully addressing a message, composing a message is a reasonably straightforward
process. If you’ve chosen plain-text format, enter text and add attachments (you can drag any
file from an Explorer window into the message window to attach it, or choose Insert, File to
choose items from a dialog box). For Rich Text messages, you can also use font and para-
graph formatting. HTML messages give you the option to add pictures, background colors,
graphics, and other web-style formatting. Depending on the message type you've selected,
you can also choose several advanced options.

CHOOSING A MESSAGE FORMAT

When you compose a new message or click the Reply button, Outlook lets you choose from
three distinct message formats, found in the Format group on the Options tab. In some
circumstances, Outlook chooses the message format for you. If you’re picky about which
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message format you send out, you may have to specifically override that decision. Pay atten-
tion to the fine details in this section, because the options that seem so obvious do not
always behave as you expect.

m Plain Text—Transmits nothing but letters, numbers, and symbols in the character set
you use to create the message. Outlook strips any formatting, including colors, fonts,
and inline pictures, when it sends the message. The recipient sees the message in the
default font for his or her mail program.

m HTML—Offers the same text-formatting options as Rich Text Format, plus the capa-
bility to specify styles, automatically number lines, and add horizontal rules. Because the
underlying format is the same as a web page, you can also define background graphics
and insert images into a message. Most modern Internet mail client programs are capa-
ble of reading HTML-formatted messages. If your recipient uses any version of
Netscape Mail, Outlook Express, or Eudora that is less than five years old, he should
have no trouble reading your HTML-formatted messages. If the recipient’s mail client
software can’t interpret HTML, the recipient sees a plain-text version of the message
with an attachment that can be viewed in any web browser.

® Outlook Rich Text—This format, the default on most Exchange servers, was devel-
oped by Microsoft years ago, before HI'ML became popular. Using Rich Text Format
enables you to specify fonts, colors, bullets, and other text attributes, with one major
caveat: Only recipients who use Outlook or another Exchange client will be able to cor-
rectly view that formatted information. Rich Text is the default format on Exchange
Servers. If you send a Rich Text message to a recipient who is using an older client pro-
gram, he will see most of the text in your message as well as an attachment called
winmail.dat, which contains useless information. Outlook automatically creates mes-
sages in Rich Text Format when you use group-oriented features such as meeting invita-
tions and task requests.

The default settings for all Outlook versions since 2002 make it nearly impossible to send

a Rich Text message over the Internet; instead, any such message is automatically con-
ﬁ(‘ M verted to HTML or plain text. If you send and receive some email through an Exchange
Server but also through an Internet-standard SMTP/POP3 account, you can override this

decision. Choose Tools, Options; click the Mail Format tab; and click the Internet Format
button. Choose a format from the drop-down list.

Which of these three formats will Outlook use when you create a message? As with so many
configurable settings throughout Office, the correct answer is: It depends.

The name of the current message format always appears in parentheses in the title bar

éQ M of an open message.
(()' ﬁ
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When you create a new message from scratch, Outlook uses the default format you specify.
From the main Outlook window, choose Tools, Options; then click the Mail Format tab and
select HTML, Rich Text, or Plain Text from the Compose in This Message Format list.

When you reply to a message, Outlook ignores the preferences you specified as your default
and uses the format of the original message. This isn’t as rude or as illogical as it sounds: If
you receive a message that was composed in HI'ML or Rich Text Format, you can be cer-
tain that the sender is capable of reading messages in that format. On the other hand, when
you receive a message in plain text format, the most conservative response is to assume that
the sender either can’t work with other formats or chooses not to use formatted mail, and
respond in kind.

Pay close attention to message formats when you reply to messages. If the original mes-
sage was in Rich Text Format, your reply to the original sender uses that format as well; if
you add recipients and they use mail client software that is incapable of reading Rich
Text Format, they might have difficulty reading the original message or your reply. This
problem is less serious than in previous versions because Outlook automatically converts
your Rich Text messages to HTML.

You can switch on-the-fly to a new message format. Click the Options tab and choose Plain
Text, HT'ML, or Rich Text from the Format group. Note that in Outlook 2007, unlike in
previous editions, you can switch directly from HTML to Rich Text or vice versa; previ-
ously, you had to first convert the message to plain text format, losing all formatting, and
then choose the other format.

USING A SPECIFIC ACCOUNT TO SEND A MESSAGE

Normally, Outlook sends replies using the same account with which you received the origi-
nal message. On new messages and forwards, Outlook uses the account specified as the
default in your E-mail Accounts list. For any message, you can choose which account to use
for sending. If you have more than one email account set up, click the Accounts button on
the New Message window (just below the Send button) and use the drop-down list to select
a different account.

MANAGING EMAIL SIGNATURES

Outlook allows you to create a signature—a short block of text (with or without formatting,
graphics, or HTML code) that identifies you and perhaps supplies some information about
you or your company. Signatures are typically inserted at the end of a message. You can specify
a different default signature for each account—a businesslike signature for your work account,
for example, and a more playful one for your personal mail—but you can insert or remove a
signature from any message, at any time. o create a new signature, follow these steps:

1. From the main Outlook window, choose Tools, Options, click the Mail Format tab, and
then click the Signatures button. The Create Signature dialog box (see Figure 9.19)
shows all the signatures you’ve created so far.
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Figure 9.19 Signatures and Stationery. |
Email signatures can £l Soraure. | parsonal Statonery |

include text or graph- Select signature to edit Choose default signature

ics—such as this busi- personl ~| Eomallaccount [urosoft Exchange Server ]
ness card—for use New messages:  [personal =
with different Replesiforsards: | (none) =]
accounts. [k | [ mew | [ seve | [ Benome |

Edit signature

Calibrl (Body) EEE” B I U Automatc [+ | ‘EgugnessCam ‘ﬁ e

Katy Bott =
Bott Communications [
Chief Feline Officer (CFO)

(505) 555-6789 Home

katy

@example..com

r——e——

2. Click the New button. In the New Signature dialog box, enter a descriptive name for
your signature and specify whether you want to create it from scratch or base it on an
existing signature or file. Click Next to continue.

3. In the Edit Signature dialog box, enter the text you want to use for your signature. Use
the formatting toolbar to change fonts, font sizes, alignment, and other text formatting.

One of the most effective signature techniques you can use is to insert a business card,

complete with photograph or logo, along with your name, email address, and other con-
é@(’- /Méﬁ, tact details. Before you insert your business card, open your personal contact item in the

Contacts folder and edit the card so it looks the way you want it to be in the signature.
Note that the card design in the signature is static. Any changes you make to your con-
tact item or to the card design after creating the signature are not reflected in the signa-
ture. To update the card, open the Signatures and Stationery dialog box, select the
signature that uses that card, and click the Business Card icon to reselect the edited card.

4. Click the Picture button to add an image to your signature (make sure you crop it to
the correct size separately, because the signature editing tool has no picture-editing fea-
tures). Click the Hyperlink button to create a clickable link to a website or other
Internet address. Click the Business Card button to add the business card you cus-
tomized for your contact record.

5. If you want Outlook to insert the signature you just created whenever you create a new
message or reply to an incoming message using a particular account, adjust the options
in the Choose Default Signature section.

6. Click OK to save your signature.
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When you create or edit an outgoing email message or reply, you can change signatures

on-the-fly by right-clicking the signature. The shortcut menu lets you choose from all
é@(’- /dﬁ defined signatures. What if you delete the signature that Outlook automatically inserts in

a new message or reply based on the preferences you set here, or if you create a new
message with no signature? No problem. In the message-editing window, click the Insert
tab and choose Signature from the Include group. The drop-down list shows all signa-
tures you've created and allows you to open the Signatures dialog box and add or edit a
signature.

"To change a signature on a message that you're currently editing, click Signature on the
Insert tab, and then select an entry from the list of available signature files. The position of
the insertion point doesn’t matter. Your signature always goes at the end of the message, and
when you choose a new signature from the list, it automatically deletes any existing signa-
ture in that message window.

ADVANCED MESSAGE FORMATTING

Both plain-text and HTML formats include advanced settings that can make your messages
easier to read. (If you mess with these options too much, you can also turn outgoing text
into garbage, so be careful.) To see and adjust these settings, choose Tools, Options; then
click the Mail Format tab. In the Message Format section, choose your default format for
outgoing mail, usually Plain Text or HT'ML. Click the Internet Format button to set other
options, as shown in Figure 9.20.
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SETTING CustTOM MESSAGE OPTIONS

When you click the Send button after composing a message, you tell Outlook to deliver the
message using all your default settings: The outgoing message goes to your default mail
server, you get a copy in your Sent Items folder, and that’s about it. If you want the message
to have special handling, take a look at the settings available on the Options tab, including
the option to get return receipts when the message is delivered or read. You can also use the
Save Sent Item button to choose whether and where to save a copy of your outgoing mes-
sage. Many of the buttons on this tab open the Message Options dialog box shown in Figure
9.21—you can also open it by clicking the small box at the lower-right corner of the
Tracking or More Options groups or the Options group on the Message tab.
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In the Message Settings section, use the Importance and Sensitivity drop-down lists to
change these fields from their default setting of Normal to Low or High. Other Outlook

users will see a blue down-arrow in the message list for Low Importance messages and a red
up-arrow for High Importance messages.

If you encourage co-workers to use the Low and High Importance settings for messages,
you can use email rules to automatically highlight or file messages based on this setting.

Skip the Options button and use the High and Low Importance buttons on the Message
tab when composing a message.

£Qeily

The choices in the Message Options dialog box provide a wide range of useful functions:

m Voting buttons are a very efficient way to conduct a poll via email. This option works

only if the sender and recipient are both using Exchange Server. If you create a message
and send it using an Internet standard account, the voting buttons are ignored.

Select the Have Replies Sent To check box and enter an alternative Reply To address.
This option is especially useful when you want an outgoing message to go out under
your name, but you want to redirect replies to a different address. As the president of a
company, for example, you might want to announce a new benefits plan for your
employees; if you enter the human resource director’s name and email address in this
box, employees can reply directly to your message for more information.

Select the Do Not Deliver Before check box and enter a date if you want to compose a
message and send it automatically at a time you specify. This option can be extremely
useful when the timing of a message is crucial but you won’t be physically present to
send the message. For example, suppose you’re planning an important announcement
for Monday at 10 a.m.; go ahead and prepare the press release, and then enter Monday
10am in this box. Make sure to leave Outlook running with the option to automatically
send and receive mail every 10 minutes or so, and your message will go out within 10
minutes of the time you specify, even if you’re out of the office.
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If you use the deferred delivery option to schedule messages far in the future, be pre-
pared for an annoying side effect of this option. Every time you close Office, you'll see a
dialog box warning you that there are still messages in your Outbox and asking whether
you want to exit anyway. If you know you'll restart Office before the message is due to
be sent out, click OK.

=> For more details on how to enter dates using plain-English equivalents in any
Outlook item, see “Entering Dates and Times Automatically,” p. 193.

m Select the Expires After box if you use Exchange Server and your message has a time
element to it. For example, if you're sending a reminder of a meeting that starts in an
hour, add an expiration time that matches the start of the meeting. Recipients who
check their email before the start of the meeting will see the message. In the case of
recipients who haven’t picked up the message by its expiration time, the Exchange
Server automatically deletes it, and you avoid cluttering up their Inboxes.

Are you tempted by the check box in the Voting and Tracking Options section that enables
you to request a receipt when your message is delivered or read? Temper your expectations.
If your message is going over an Exchange Server to another user on the same server, this
option works exactly as you expect: The server can send you a delivery notice when the
email lands in the recipient’s Inbox, and another when it’s opened. If your message has to
pass through an SM'TP server before reaching its destination, it’s extremely unlikely you’ll
see a receipt—support for this feature is hit-or-miss on the Internet, and the recipient can
choose to ignore the request for a receipt.

SETTING REPLY AND FORWARD OPTIONS

When you reply to a message, it’s customary to include some or all of the original message
to give the recipient a context for your answer. Outlook lets you choose from several format-
ting options to help make the original message text stand out. You can also define how
Outlook identifies the original message text when you forward a message to someone else.
Regardless of which option you choose, the insertion point appears at the top of the message
window, with the original message below it.

To set either or both options, choose Tools, Options; click the Preferences tab; and click the
E-mail Options button. If you routinely use HT'ML format, you can include the original
message, or include and indent the original message. If you use plain text as your default for-
mat, we recommend that you choose the Prefix Each Line of the Original Message option
and select the default quote character, a greater than (>) sign, as shown in Figure 9.22.
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Avoid two options available in this dialog box. Specifying Do Not Include Original
Message for replies makes it difficult (and sometimes impossible) for recipients to figure
out what you're responding to. (It is good etiquette, however, to try to trim extraneous
matter from replies and forwards.) The Attach Original Message option forces recipients
to go through the additional step of detaching and opening an attachment to read the

original message. They won't thank you for the extra work.

ORGANIZING YOUR EMAIL

If you receive just 10 email messages a day and allow them to remain in your Inbox, in less
than a year you’ll have more than 3500 messages hanging around. If you receive more mail
than that, the numbers can get staggering. Although Instant Search helps tremendously in
the effort to find needles in a haystack of email, sorting mail is even more effective.

You can drag messages into folders to keep them organized, but it’s smarter still to create
Outlook rules that process messages automatically. In less than the time it takes to read a day’s

email, you can create a set of rules that can easily help you avoid wasting time on low-priority
messages, that can file email by category or project, and that also ensure that you never miss an
important message because it was buried in your Inbox. The combination of well-crafted rules,
Junk Mail filters, and search folders can go a long way toward eliminating email overload.

Two built-in shortcuts are especially useful for locating related messages or for finding all

messages from the same sender. From the message list, right-click any message and then
é@ﬁ M choose Find All. Choose Related Messages to find all messages that are part of the same
conversation (the original message and all replies); choose Messages from Sender to dis-

play a list of all messages in the current folder from the sender of the selected message.
In either case, Outlook opens the Advanced Find dialog box and displays the results there.
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With Outlook 2007, you have another organizational option as well. Instead of physically
moving messages into subfolders, use search folders to create a virtual filing system, using
filters to slice and dice an overstuffed inbox into manageable chunks.

CREATING AND USING SEARCH FOLDERS

Search folders, which were introduced in Outlook 2003, look like subfolders but are actually
virtual folders. When you click a search folder, its contents are assembled dynamically from
messages matching conditions you specify; the contents of a search folder may be drawn
from several different locations, but they appear side by side in the message list as if they
were in a single location.

Initially, Outlook creates search folders that let you see all Unread Mail in one place, even when
you've used rules to sort the new messages into multiple folders. You don’t have to worry about
jumping from folder to folder in search of unread messages; Outlook does the work for you.

Other built-in search folders let you click to see all messages that have been flagged for fol-
low up and those that are especially large. To create new search folders, click the Mail or
Folder List button in the Navigation pane, right-click Search Folders, and choose New
Search Folder. The New Search Folder dialog box, shown in Figure 9.23, allows you to
quickly build simple search folders that cover common searches.
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"To build more complex search folders, you could scroll to the bottom of the list in the New
Search Folder dialog box, click Create a Custom Search Folder, and then drill through a
half-dozen dialog boxes to specify each option from scratch. But there’s a much easier way.
Use the Advanced Find dialog box to build a search, using the techniques we described in
Chapter 8, “Outlook Essentials,” and then use the Save As Search Folder menu choice.

=> For an in-depth explanation of how to set up and use Junk Mail filters, see "Stopping Spam and Other
Unwanted Email,” p. 313.
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USING EMAIL RULES TO SORT AND PROCESS MAIL

Outlook’s single most powerful mail-handling option is its ability to define email rules.
When you define a rule, you tell Outlook to examine each incoming message as it hits your
Inbox (or to look at each outgoing message when you click the Send button) to see whether
it matches conditions that you define. If Outlook detects a match, it performs one or more
actions you defined for that rule.

The following list includes a few examples of how you can use email rules to sort and organ-
ize messages:

® Urgent mail—If you sometimes receive messages from key contacts who need immedi-
ate assistance, you want to know ASAP. You can create a rule that pops up a dialog box
as soon as messages containing hot-button words—urgent or problem, for example—
arrive from particular senders.

m Personal mail—Move personal messages from family members and friends into a des-
ignated folder, away from your work-related messages, when they arrive in the Inbox.

B Messages you receive as a member of a mailing list—If you receive daily digests
from the Doberman Fanciers list, you can instruct Outlook to sort them into their own
folder automatically.

B Mail from other accounts—Move all mail you receive from a particular account (a
personal account you check at work, for example) into a special folder so you can clearly
segregate it.

m Commercial mail—Identify commercial email from companies that you truly want to
hear from. If your favorite online bookstore, music dealer, bank, broker, or travel agent
occasionally sends you notices of deals you might be interested in, you can move these
messages out of your Inbox and into a folder where you can examine them at your
leisure.

® General clutter—You can create a set of cleanup rules to be run before you perform
major cleanup operations on a Personal Folders file. For instance, you might define a
rule that identifies messages with large attachments and moves them to a special folder.
Set these rules so they don’t run automatically on new messages you receive in the
Inbox; instead, use the Run Rules Now button in the Rules and Alerts dialog box to
apply them to selected folders, including your archive folders, when they’re needed.

Outlook stores all rules you define in your Personal Folders file. If you want to share
your mail-handling rules with other people, or transfer a set of email rules to a new

é@(’- M Personal Folders file, click the Options button in the Rules and Alerts dialog box and click
Export Rules. To restore rules or to add rules that a friend or co-worker defined and sent
to you, click Import Rules and browse to the file containing the previously exported rules.

CREATING A NEw RULE

The simplest way to create a new email rule is to use an existing message as a template. If
you have a message that matches one or more of the conditions you want to use in your rule,
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right-click the message in Outlook’s message list and choose Create Rule from the shortcut
menu. The Create Rule dialog box offers a simplified set of three conditions and three
actions, as shown in Figure 9.24.
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Select one or more of the three options in the top half of the dialog box to define the condi-
tion. You can edit the text in the Subject Contains box, but the From and Sent To boxes
can’t be edited. Next, click one more check boxes in the bottom of the dialog box to define
the associated action. The most common action is to move the message to a folder, with or
without a desktop alert or sound. Click OK to save the rule using a default name. Outlook
gives you the opportunity to run the rule immediately against the contents of the current

folder.

Note that email rules do not apply to HTTP (web-based) accounts such as Hotmail
or MSN.

If none of these combinations is exactly right, click the Advanced Options button and use
the Rules Wizard to create exactly the rule you want. The wizard walks you through four
dialog boxes, each consisting of a dialog box with check boxes in the top half and an editable
rule description in the bottom. As you select options in the top of the dialog box, the details
of the rule appear in the bottom pane; when you see underlined text in the condition or
action, click to pop up a dialog box to add more details. (Editing a rule works the same way;
choose Tools, Rules and Alerts to open the Rules and Alerts dialog box, select a rule, and
click the Edit button.)

If you've defined a rule and it doesn’t work properly on incoming messages, see “A Rule Isn't
\\ &/ Working as You Expect” in the “Troubleshooting” section at the end of this chapter.

CHOOSING CONDITIONS

As you can see in Figure 9.25, the opening screen of the Rules Wizard offers a list of more
than 30 options you can use to define almost any combination of conditions. Your range of
options is impressive:
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You can enter multiple data items for any condition that requires you to specify items.
Enter each item individually and click the Add button after each one. Outlook will add

them to the list, separated by a logical “or.”

m Select messages depending on the account through which they were received (choose

the Through the Specified Account option).

B [s an incoming message addressed specifically to you? Rules can determine whether
your name is or is not in the To or Cc box, for example, or when a message is sent only
to you. Fine-tune combinations of conditions to highlight mail that is indisputably for
you (Sent Only to Me, especially when you add conditions that test who sent the mes-
sage) or identify less important mail (Where My Name Is Not in the To Box).

m Attach conditions that test for a specific sender or recipient: From People or
Distribution List or Sent to People or Distribution List. These conditions depend on

Outlook’s capability to resolve an address in your Address Book.

=> To learn more about handling Personal Distribution Lists, see “ Using Personal Distribution Lists,”

p- 239.

m Use two extremely powerful conditions to fine-tune rules that search for mail from a
specific person or group of people, regardless of whether they’re in your Address Book.
Check With Specific Words in the Recipient’s Address or With Specific Words in the
Sender’s Address, and then enter any part of the email address you want to test for.

£Oeuly

Use this option to identify all mail that arrives from anyone in a particular organization
or domain. While working on this book, for example, we created a rule and applied spe-
cial handling to any message that arrived from any recipient whose address contained

quepublishing.com.
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m Search for specific words in the subject or body, or in the message header. Use this con-
dition in combination with those that search for messages from a specific person to look
for hot-button words: With quepublishing.com in the Recipient’s Address and With
deadline in the Subject or Body, for example.

m To create cleanup rules, or to identify messages that might bloat your mail file on a sys-
tem with limited storage, use the conditions that test whether a message has an attach-
ment or has a size in a specific range.

SPECIFYING ONE OR MORE ACTIONS

After you specify the conditions to test for, click the Next button to move to the dialog box
shown in Figure 9.26. Outlook applies actions you choose here to messages that meet the
conditions you specify.
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® One of the most powerful options available is Display a Specific Message in the New
Item Alert Window. Using this option, you can tell Outlook to interrupt whatever
you’re doing and display an alert that alerts you to important incoming messages. If
you’re working on a group project under deadline pressure, for example, you might
define this type of rule for messages from any address in your company that contains an
attachment. If your stockbroker uses email to alert you to important developments in
the stock market, you can tell Outlook you want to know immediately whenever you
receive a message from that address.

m One of the most interesting options available here is the Stop Processing More Rules
choice. Use this option to avoid unintended consequences when rules collide. For exam-
ple, if you want to be notified when you receive a message sent only to you from your
boss, select the proper conditions and actions; then scroll to the bottom of this dialog
box and click this option. Make sure rules using this option are high on your list.



ORGANIZING YOUR EmAIL | 253

®m You can move messages that match your defined conditions to a specified folder, copy
them to a folder (including a public folder on an Exchange server), delete them (move
to Deleted Items folder), or permanently delete them.

Never, ever use the Permanently Delete It action on rules that apply to incoming mes-
sages. No matter how carefully you define a rule, it’s possible that the Rules Wizard will
inadvertently apply it to a message you didn't expect it to. Use the Delete It condition to
move messages to the Deleted Items folder instead, where it's possible to recover mes-
sages moved by mistake. Reserve the permanent option for cleanup rules only.

m Forward messages to an address you select, either as an email message or as an attach-
ment. Use the latter option if you want the recipient to see the message exactly as it was
received.

m The Reply Using a Specific Template option is powerful and potentially dangerous. You
might be tempted to use this option to send a message automatically to anyone who
sends you mail, alerting them that you’ve gone on vacation. Unfortunately, if you apply
that option to all incoming messages, you risk creating an email loop with automated
message senders. If you receive a message from a mailing list and Outlook replies auto-
matically to the list, for example, the list server might send a message telling you that
you’re not authorized to post to the list; if Outlook replies to that message, the loop
begins. Craft this type of rule carefully and test it before deploying it in a production
environment.

m Flag a message for action in a specified number of days (or clear a flag, useful in a
cleanup rule), assign it to a category, change its Importance setting, play a sound, or
start an application.

Most Outlook users can safely ignore the Perform a Custom Action option, which applies
only when you have a third-party add-in that defines special actions for incoming messages.

ADDING ANY EXCEPTIONS

After defining actions, click Next to move to the list of exceptions. In general, the 30 built-
in categories here mirror the conditions you specify in step 2 of the wizard. Defining excep-
tions is a powerful way to fine-tune rules: “Delete all messages from John Smith except if
my name is in the To or Cc box” will squelch posts from particularly annoying senders who
post to mailing lists you receive.

SAVING THE RULE

In the Rules Wizard’s final step, give the rule a name and check all conditions, actions, and
exceptions in the dialog box shown in Figure 9.27. Use the check boxes here to specify
whether you want to run the rule on the contents of the current folder immediately and
whether you want to enable the rule. Clear the second check box for “cleanup” rules that
you want to run only when needed.
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Rules Wizard

Finish rule setup.

Figure 9.27

The final step of the
Rules Wizard lets you
confirm all the steps in
your rule and run it on
the current folder.

Step 1: Specify a name for this rule
Viarn About Urgent Mail

Step 2: Setup rule options
[7]Run this rule now on messages already in Tnbox™
[¥] Turn on this rule

[Ccreate this rule on all accounts

Step 3: Review rule description (dick an underlined value to edit)

Apply this rule after the message arrives
through the Microsoft Exchiange Server account

and with urgent in the body

and on this machine only
play ding.wav

and display Urgent message in the New Item Alert window
exceptifitis marked as low mportance
stop processing more rules

Cancel

] [sBak ] wext> | [_Fmsh_]

Click Finish to save your rule. Outlook adds the new rule to the top of the Rules and Alerts
list. In some cases, you may need to open this dialog box and move the new rule down the
list to ensure that more important rules have a chance to work first.

MANAGING EMAIL RULES AND ALERTS

To edit, delete, rename, or run email rules, choose Tools, Rules and Alerts. The Rules and
Alerts dialog box (see Figure 9.28) shows you all the rules you've previously defined and lets
you create new rules and manage existing ones from a central location.

Figure 9.28 (Rules ond Alers &
The Rules and Alerts

dialog box lets you

E-mail Rules | Manage Alerts

|& NewRue... |Change Rule 3 Copy... ¥ Delete | @ # RunRulesNow... Options

manage existing email
rules and create new

|Rule (applied in the order shown)

| Actians

Wiarn About Urgent Mail (dient-only)
Common spam

BT
®

ones. Clear categories on mai (recommended) =

Rule (dlick an underlined value to edit):
Apply this rule after the message arrives R
through the Microsoft Exchange Server account

and with urgent in the body

and on this machine only
play ding.wav

and display Urgent message in the New Item Alert window
exceptifitis marked as low mportance

[FEnable rules on all RSS Feeds

The tools in this dialog box are greatly improved over those in earlier Outlook versions. For
starters, you can select any message and click Change Rule to quickly adjust its actions or
rename it. When you click New Rule, you can choose from eight templates that apply to
email messages (see Figure 9.29), most of which are predefined combinations of options
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available in succeeding steps. If your rule doesn’t fit into any of these predefined categories,
choose the Start from a Blank Rule option and choose one of the two general-purpose rules:

Check Messages When They Arrive and Check Messages After Sending.

Figure 9.29 Rules Wizard =
Use any of these tem- Start from a template or from 2 blank ruke
Step 1: Select a template
plates to get started e
quickly. Click Next to L5 Move messages from someane to 3 flder
. . (23 Move messages with spedific words in the subject to a folder
continue using the ? Move messages sent to  dstrbution st to a folder
H H Delete a conversation
RU|eS W'Zarfj or d_ICk ¥ Flag messages from someone for folow-up
Finish to build a sim- (2 Move Mirosoft Office InfoPath forms of a speciic type to a folder
&
. 3 Move RSS items fr fic RSS Feed to a fold
ple rule using default P ki e
settings. 5, Display mail from someone in the New Ttem Alert Window

&) Play a sound when I get messages from someane

[ send an alert to my mobile device when T get messages from someone
Start from a blank rule

4 Check messages when they arrive

#=1 Check messages after sending

Step 2: Edit the rule i (dick an underlined value)

Apply this rule after the message arives
from people or distribution list
mave it to the specified folder

Example: Move mail from my manager to my High Importance folder

Cancel | [ <Back | Net> ] [ Finsh

TROUBLESHOOTING

SOLVING SMTP SNAGS

I have several Internet email accounts that I use for different purposes. I have no trouble sending
email from one account, but all the others give me an error message when 1 try to send email.

The most likely explanation is that your Internet service provider has blocked port 25 as an
antispam measure. This configuration prevents you from using any outgoing mail servers
except those that your ISP provides. You'll need to customize each email account to point to
that SMTP server. Don’t forget to click the More Settings button for each account and
adjust the authentication settings on the Outgoing Server tab.

WORKING AROUND ANTISPAM FILTERS

I have two Internet service providers. One is a local provider I use at home, because I like its speed
and service. For business trips, I use an account with a national Internet service provider to avoid
baving to access the Internet via a long-distance call at exorbitant hotel rates. While on the road, I
bave no trouble receiving mail from my regular ISP, but when I try to reply to email, I get an error
message that says something such as This server does not allow relaying.

Most ISPs restrict access to SMTP servers for sending outgoing mail—typically, the mail
server checks your IP address before allowing you to connect to the SMTP server. This step
verifies that you are an authenticated user on the network, as is the case when you dial-in
directly. If you connect from another ISP, the server doesn’t recognize your IP address and
blocks your attempt. This configuration prevents unauthorized users from hijacking the mail
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server to unleash a flood of spam, but it also prevents you from connecting to the outgoing
mail server to relay messages. If your ISP allows it, you may be able to use the SMTP server
remotely by supplying authentication details. Your email provider may also offer a web-
based interface that you can use to send and receive mail outside of Outlook. If neither
option is available, you’ll need to set up another Internet mail account for use on the road
and adjust your configuration so you send mail through the SMTP server that belongs to
the account you dialed in with. To make sure that recipients send replies to the right
address, be sure to specify your regular (home) mail account as the Reply To address on this
new account.

FORCING OUTLOOK TO SHOW DESKTOP ALERTS

When 1 receive new messages, the desktop alert window doesn’t always appear. Sometimes it shows up,
but other times I get no notice.

There are three possible explanations for missing desktop alerts. First, desktop alerts don’t
appear if you check for new mail manually by pressing F9 or clicking the Send/Receive but-
ton.

Second, if you’ve defined a rule that moves incoming messages to another folder, you need
to specifically enable the Display a Desktop Alert action for that rule. Choose Tools, Rules
and Alerts, double-click the rule you want to modify, click Next to move to the actions page,
and select the Display a Desktop Alert check box. Click Finish to save the edited rule.

Third, Outlook is programmed to show no more than five alerts in a row. If you've received
a flood of new mail, the sixth alert should simply say You have new messages.

WHEN ACTIVE MEANS INVISIBLE
The Reading pane says it can’t display the message because it contains active content.

That’s Outlook’s maddeningly roundabout way of telling you the message is in HTML or
Rich Text Format and contains a script. Open the message to read it.

WHEN YOUR EMAIL BOUNCES

I replied to a post on an Internet newsgroup via email, but my mail server bounced the message back
to me, saying the recipient doesn’t exist.

More than anywhere else, people who post to public newsgroups are likely to disguise their
true email address. The reason is to prevent bulk-mail artists—spammers—from harvesting
their address and reselling it to scam artists. Check the header on the message carefully to
see whether the true email address is hidden. Sometimes the solution is as simple as remov-
ing the phrase no.spam from an address such as bianca@no.spam.example.com.

CLEANING Up THE AUTOCOMPLETE LisT

Every so often, I mistype an email address when composing a new message. Unfortunately, Outlook
bas a memory like an elephant and won’t forget my mistakes! It keeps “suggesting” mry typos as legit-
imate email addresses. How do I clean up this list?
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Outlook keeps track of names you’ve typed in address boxes, saving these settings in a hid-
den file called the nickname cache, with the extension .nk2. To eliminate a single incorrect
entry from this cache, start a new message, click in the To box, and begin typing until the
unwanted AutoComplete entry appears. Press the down arrow to select the name and press
Delete to remove it. For step-by-step instructions on how to clear the entire nickname
cache, see Knowledge Base article 287623, “How to Reset the Nickname and the Automatic
Completion Caches in Outlook,” at http://support.microsoft.com/?kbid=287623.

A RULE ISN'T WORKING AS YOou EXPECT

1 used the Rules Wizard to define a mail-processing rule, but Outlook isn’t processing the message as 1
expected it to.

This problem is almost always the result of conflicting actions from multiple rules. First
things first: Check the order of rules, and pay special attention to any rule that contains the
Stop Processing More Rules action. You might have defined two rules that apply to the mes-
sage in question (it’s from a specific person and it contains a certain phrase, for example),
and each rule wants to move the message to a different folder. When the actions in two or
more rules conflict in this way, the one that’s higher in the list wins. Try changing the order
of the rules, using the Move Up and Move Down buttons. Finally, be especially careful with
rules that create message flags with reminders; if another rule also moves that message to a
different folder, you’ll never see the reminder, because Outlook monitors flags only on mes-
sages in the Inbox. Rules that attach message flags should always be high in the list, and they
should include a Stop Processing More Rules action.

SECRETS OF THE OFFICE MASTERS: USING OUTLOOK
wITH AOL ACCOUNTS

Are you using AOL as your primary email service? AOLs email servers are proprietary, and
Outlook doesn’t support direct connections to those servers. But there is a workaround. In
fact, you can choose either of two methods to bring your AOL account into Outlook.

m To connect to AOL using IMAP servers, enter the information for your geographic
region, as described here: http://office.microsoft.com/en-gb/assistance/
HA010936921033. aspx. In this configuration, your AOL account acts like an IMAP
account, with the mail remaining on the server until you explicitly download it.

m To retrieve your email using the POP3 protocol, use a third-party program such as
Email2POP (http://www.email2pop.com). This utility does the work of retrieving the
mail from AOLs servers and bringing it into Outlook as if it were stored on a POP3
server. You can take full advantage of Outlook Rules and Alerts and other organizational
features.

In either case, you can send mail through AOLs SMTP servers, using instructions you can
find along with the setup instructions in the article listed here.


http://www.email2pop.com
http://support.microsoft.com/?kbid=287623
http://office.microsoft.com/en-gb/assistance/HA010936921033.aspx
http://office.microsoft.com/en-gb/assistance/HA010936921033.aspx
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VIEWING AND ORGANIZING THE CONTACTS FOLDER

Outlook’s Contacts folder serves a dual purpose: For Internet mail users, it’s the primary
storage location for email addresses. It’s also a useful place to store names, addresses, phone
numbers, and other important information about friends, family members, and business
associates. If you use the Contacts folder only to manage email addresses and occasionally
print an address book, you will find that it’s certainly worth the minimal effort it takes to
enter and update contact information. But if you’re willing to learn Outlook’s secrets, you

can make it do much more. For example, you can do any or all of the following tasks:

Quickly add addresses to letters and envelopes you create with Word. After you master
the quirks of the Outlook Address Book, you can configure each entry so that names
and addresses appear in the correct format.

m Build lists of related contacts for use in mail-merge projects.

m Dial your phone and log calls automatically. If you provide professional services and bill

by the hour, Outlook can track the time you spend on the phone with each contact, for
later billing.

Flag one Contact item or a group for a follow-up reminder.

m Use categories to print specialized phone books. If you work with a volunteer group, for

example, enter names, phone numbers, and notes for group members, assign them to a
category, and then filter the list by that category so you can print out a phone list for a
telephone campaign.

=> The Contacts folder and the Outlook Address Book offer different views of the same information; for full
details, see “Using the Outlook Address Book,” p. 235.

By default, the Contacts folder opens in Business Cards view, shown in Figure 10.1. This
view, which is new in Outlook 2007, includes the contact’s name in a thin bar along the top
(as defined in the File As field), as well as the exact contents of the Full Name field. The
default view also includes the mailing address and as many phone numbers as you’ve defined

for the contact.

Later in this chapter, we explain how to customize individual business cards, especially your
own, so you can use a distinctive-looking business card as a graphic element in your email

signature.

Is the default business card layout taking up too much room? You can squeeze more

Other Settings. To make each business card smaller, dial the size down to less than

cards into the Contents pane by shrinking the default size. Open the Contacts folder
é@(‘- /Méﬁ, using Business Cards view and click View, Current View, Customize Current View. Click

100%); to make them bigger, bump the size up above 1000%.
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The overall dimensions of the business card layout are fixed. Although this layout holds a
fair amount of information, the default layout can’t be customized. To choose exactly which
details appear in a card layout, switch to the Detailed Address Cards view, which displays
virtually all fields in each contact record and is fully customizable.

=> Outlook provides a variety of options for sorting and filtering your Outlook items; see “Using Views to
Display, Sort, and Filter Items,” p. 204.

If the contents of one or more folders containing contact items don’t appear when you open the
Outlook Address Book, see “Configuring a Contacts Folder for Use in the Outlook Address Book” in
the “Troubleshooting” section at the end of this chapter.

ENTERING AND EDITING CONTACT INFORMATION

You can add a new contact from the main Outlook window, regardless of which folder is
currently open. To begin creating a new contact from scratch, use any of the following tech-
niques:

m Click the New Contact button.

m Press Cerl+Shift+C (Cerl+N also works if the Contacts folder is open).
m Select File, New, Contact.

Outlook’s form for creating a new item in the Contacts folder includes a number of smart
features that help you enter properly formatted information quickly and accurately. Start in
the Full Name field and use the Tab key to jump from field to field. After you’ve entered all
the information, click the Save and Close button at the top of the dialog box to store the
new item. Figure 10.2 shows a filled-in Contact form.
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Figure 10.2
Outlook automatically
fills in some of the
blanks as you create a
new item in the
Contacts folder, and it
checks the rest to
make sure that you left
nothing out.

o9 3 e = John Q. Public - Contact - 8 X
| Contact | Insert Format Text Developer @
Ighsave & New - | |82 General| 3] Certificates ‘}'j §l % i @ Picure~ (&) [EKJ
D:-'ljs:nd- | qhamus = Al Fields H 85 Categorize - [ || S22
Save & | Email Meeting Gall Business Speling | Contact
Close X Delete | Card Y FollowUp~ B, | Notes
Actions .| Show H Communicate | Options || Praofing | |OneNate
[FullName.. | [sehn Q. Public | John Q. Public
Company: |The Anytown Times | j Toh"fhﬁgm":" Times
Job title: [o ‘ +1(202) 555-1212Work
+1(203) 555-1234Home
File as: Public, John Q. public@example.com
cas [Pubii John @ =] The Times Building
Intemnet 123 Main Street
Anytown, USA 54321
[@enar. (-] [pubtc om | Do oo
Display as: [10hn Q. Public (public@ example.cam) | N
Web page address: | http xample.com | &
IM address: | | Met at the journalism conference in Kenosha, -~
Phone numbers Spring 2006] m
Business. (-] [21on 5551010 |
Home... (-] 210255523 |
(Business Fax., (-] | |
[Mobile... i) | | E
Businessa B The Times Building
123 Main Street
[#]This is the mailing | Anytown, USA 54321
address
=

In all, each Contact item includes more than 140 fields of information. Most Outlook users,

however, work with only a small fraction of these fields—those that are visible on the General
view of the default Contact form. "To see more information, click any of the buttons in the Show
group on the Contact tab. (In previous Outlook versions, these were arranged as tabs on a dialog
box.) Clicking the All Fields button shows a table view of the information instead of the more
familiar form view. Use the drop-down list to filter the collection of fields so you see a manage-
able subset, such as all Address fields, all Name fields, and so on. Select All Contact fields to see

(and edit) the entire list of available fields, in alphabetical order, as shown in Figure 10.3.

Figure 10.3
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ENTERING AND EDITING NAMES

When you enter a new contact’s name in the Full Name field (or change an existing one),
Outlook slices and dices your entry into as many as nine separate fields. You will rarely see
most of these fields, but knowing how Outlook parses names—that is, breaks them into their
component parts—lets you control the process. This will pay off later when you use items
from the Contacts folder as the source for email, letters, envelopes, and mail-merge projects.
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If you're having trouble selecting or deleting a field’s contents, see “Selecting and Deleting Field
% Contents” in the “Troubleshooting” section at the end of this chapter.

As soon as you enter the full name, in any order, Outlook attempts to break it into five
subfields: First Name, Middle Name, Last Name, Title (Ms. or Dr., for example) and Suffix
(Jr. or M.D., for instance). To view (and edit) the contents of these fields, click the Full
Name button, which opens the Check Full Name dialog box, shown in Figure 10.4. If any
information is incorrect, edit it here.

Figure 10.4

When you enter a full
name, Outlook auto-
matically breaks it into
these subfields; if any
information is incor-
rect, edit it here.
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How do you include a courtesy title such as Mr., Ms., or Dr. in each new Contact item? Get
in the habit of entering the title at the beginning of the Full Name field. Outlook recognizes
the following titles, which are also on the Title drop-down list in the Check Full Name dia-
log box: Dr., Prof., Mr., Mrs., Ms., and Miss. Even if a title is not available on the drop-
down list, it still might work. For example, beginning a name with Sir, Herr, Fraulein,
Monsieur, Madame, or Signore will correctly fill in the Title field. If you’re not sure a prefix
will work, try it in a new blank Contact form.

Based on what you type into the Full Name field, Outlook also fills in two additional fields

automatically:

m The File as Field—Controls the order in which the Contacts folder displays items
when you switch to Address Cards or Detailed Address Cards view. Although Outlook

automatically fills in this field using its default format, Last Name first, you can easily

change it.

m The Subject Field—Does not appear on any built-in forms but is accessible on the All
Fields tab. It defines how each Contact item appears when you display the Address
Book. By default, Outlook fills in this field with the First Name field first.

=> To learn more about how Outlook files your Contact items, see “Changing How a Contact Item Is Filed,”

p- 266.
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If you don’t want Outlook to automatically (and incorrectly) split company names in your Contacts
Folder into first and last names, see “Using Company Names in Your Contacts” in the
“Troubleshooting” section at the end of this chapter.

\WORKING WITH ADDRESSES

Just as with name fields, when you enter a mailing address in the Address field on the default
Contact form, Outlook splits the address into component parts and stores the information in
as many as 31 separate fields. You can store up to three addresses per contact; click the drop-
down list just below the Address button to select Business, Home, or Other.

When you enter an address, Outlook parses the address into separate fields for the street,
city, state, and other fields. If you enter information in a format Outlook doesn’t recognize—
if you omit the city or state, or if you accidentally leave a digit off the postal code—Outlook
pops up the Check Address dialog box shown in Figure 10.5 (you can also click the Address
button to display this dialog box). This display shows how Outlook proposes to divide the
information into subfields. Click OK to save the record as typed, or edit the contents of

any field.

Figure 10.5 [[Check Address B
This dialog box shows Address details
you how Outlook pro- Strest: B Central Avenue
poses to parse the
_addressb fYolu entered e [Saabvie |
into subfields. e rovece: [ |
1P Postal code: | 60859 |
Country/Region: |Linited States of America =
Show this again when address is incomplete or undear
[ ox |

When you select the This Is the Mailing Address check box, Outlook copies this address to

the fields that are used when you create letters, envelopes, or mail-merge lists in Word.

=> To learn more about using Word's mail-merge capabilities, see “Using Mail Merge to Personalize Letters
and Envelopes,” p. 483.

ENTERING JOB AND COMPANY DETAILS

When you click the General button while viewing a contact form, you’ll find two boxes for
entering work-related information about that contact: Job Title and Company. Click the
Details tab to enter other work-related information, such as Department and Manager’s

Name.

Although the Details tab includes a field for Assistant’s Name, the field for Assistant’s Phone
Number is buried in the full list of fields on the last tab of the dialog box. There’s a much
easier way to enter this information, however: Click the drop-down arrow to the left of any
of the four phone number boxes and select Assistant, and then enter the number. After you
enter the number, it is visible in Business Card view and in both Address Card views.
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MANAGING PHONE, FAX, AND OTHER NUMBERS

The General page has room to enter up to four phone numbers—by default, you can fill in
Business, Home, Business Fax, and Mobile numbers. You’re certainly not limited to those
options, however; you can actually enter as many as 19 separate phone numbers, using the
drop-down lists at the left of each number to select different fields.

The Business Card view displays the most conventional numbers, including Work,
Mobile, Home, and Assistant in addition to the default number. Both default Address
Card views display as many phone numbers as you've defined for a contact. These
appear in an order determined by this form, with most business-related numbers at the
top. Curiously, however, the Business Fax field appears at the bottom of each list, and we
can't find any way to change this order.

You can enter phone numbers any way you like, with or without punctuation; when you exit
the field, Outlook automatically reformats the numbers using its standard punctuation
scheme—parentheses around the area or city code and a hyphen after the first three digits of
the phone number. If you omit the area code, Outlook assumes the number is in your local
dialing area and adds your area code to the entry. If Outlook parses this information incor-
rectly, or if you need to add a country code to the number, click to select the phone number
field and then click the button to the left of the field. This action opens a dialog box that
allows you to enter or edit this information.

If a contact’s phone number includes an extension, add this information at the end of the
phone number, preceded by a space and the letters x or ext. Outlook ignores this information
when formatting the phone number or using the AutoDial feature. You can also add text
before or after a phone number; for example, if one of your contacts is bicoastal, you might
enter a number in both the Business and Business 2 fields, and then label them LA and NY.

Are you sick of seeing both an email address and a fax number appear in the
AutoComplete list when you enter a contact’s name in a new email message? Tell

é@ﬁ M Outlook to stop automatically suggesting fax numbers by adding the text label FAX at the
beginning of the fax number field. You can still read the number, but Outlook no longer
recognizes it as a legitimate address and stops suggesting it.

ENTERING AND EDITING EMAIL AND WWEB ADDRESSES

You can store up to three email addresses per contact. Click the drop-down arrow next to
the E-mail button to select any of these three blanks, and then enter the address. Click the
E-mail button to view email addresses in the Outlook Address Book, which uses a different
form to display information.

=> For an authoritative explanation of how the Outlook Address Book works, see “Using the Outlook
Address Book,” p. 235.

=> To find out how Outlook uses Address Book information to fill in addresses on email messages, see
“Addressing an Email Message,” p. 238.
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Outlook allows you to view and change the text displayed in the To and From fields of mes-
sage windows for each address. When you enter an email address in any of the three boxes
on the Contact form, the Display As box beneath it shows how the name will appear in mes-
sages you send to or receive from that address. By default, the Display As value is set to the
value of the email address. Edit this address to show whatever you want—you might want to
add a friendly name and either surround the email address in parentheses or add a company
name or the word Personal, also in parentheses, so that you can see at a glance that you’ve
selected the correct address.

The General view of the default Contact form also includes input boxes where you can enter
a web page address. If you enter a recognizable URL here, Outlook converts it to a hyper-
link so you can jump to a personal or corporate web page directly from the contact’s record.

If you use an instant messaging (IM) program such as Windows Live Messenger, enter the
address for the contact in the IM Address field. If you use more than one IM program,
you’ll have to enter this information in the Notes box or in a user-defined field.

ENTERING EXTRA INFORMATION ABOUT A CONTACT

Click the Details button to add some personal information about the selected contact. Fields
on this tab include Nickname, Spouse/Partner, Birthday, and Anniversary. You can see still
more fields in this category (including one in which you can enter the names of children or
specify a contact’s hobbies) by clicking the All Fields button.

As in virtually all Outlook items, the Notes area at the bottom of the Default Contact form
lets you add extensive comments, as well as shortcuts to other Outlook items, files, or file
attachments. Click the Categorize button (in the Options group on the Contact tab) to
assign each entry to one or more categories; you can create a Holiday Cards choice, for
example, which allows you to quickly print a list of friends, family, and business associates to
whom you’ll send season’s greetings.

=> To learn more about categorizing Outlook items, see “Assigning Items to Categories,” p. 194.

WORKING SMARTER WITH CONTACT ITEMS

Most Outlook users are perfectly content to enter one item at a time in the Contacts folder.
If you have a bulging address book, though, you’ll want to employ the secrets and shortcuts
described in this section.

CHANGING How A CONTACT ITEM IS FILED

In the default Business Card view and in both Address Card views, the field used for sorting
and displaying information is the File As field. By default, Outlook fills in this field by using
the information you type into the Full Name field, displaying it last name first. If you don’t

enter a name here, Outlook assumes the record refers to a business and uses the information
from the Company field. You can accept the default, or you can change the information dis-
played here.
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Although organizing an address book by last name is traditional, you might choose to mix
different filing orders within the Contacts folder. For example, when you enter a record for
a person who serves as your main contact with a company, file the record under the com-
pany name, with the person’s name in parentheses. In some cases, you might even use simple
generic descriptions such as Drugstore or Travel Agent.

If you can’t remember how you filed a Contact item, use the Instant Search box on the right
side of the bar just above the Contents pane. A simple search looks through all fields in the
current view, including the Notes field. Click the drop-down arrow at the far right of the
Instant Search box to reveal the Query Builder, which you can use to restrict the search to
specific fields.

To change the way a specific Contact item is filed, double-click to open the item. In the File
As field, click the drop-down arrow. If both the Full Name and Company fields contain
data, Outlook offers the following five choices:

Full name, last name first

Full name, first name first

Company name

Full name, last name first, followed by company name in parentheses

Company name, followed by full name, last name first, in parentheses

To file the item using any other text, replace the contents of the File As field. Whatever you
type appears in alphabetical order in all views of your Contacts folder when sorted by the
File As field.

To change the default order for all new contacts, select Tools, Options, and then click the
Contact Options button on the Preferences tab. Two drop-down boxes let you select a
default for the Full Name field and the File As field—they don’t have to be the same. Note,
any changes you make to these settings do not apply to existing contacts—they affect only
new contacts you create from this point forward.

ENTERING SEVERAL NEw CONTACT ITEMS AT ONCE

Have you ever returned from a meeting or trade show with an inch-thick bundle of business
cards? Typing the details from those cards into Outlook can be a tedious process. Here are
three time-saving shortcuts to help make shorter work of that stack:

m Enter data by using a table-based view such as the built-in Phone List view instead of
the default Contact form. Click in the empty box in the top line to begin entering a new
item. Press Tab to move from field to field. When you press Enter, Outlook stores the
record and moves the insertion point back to the beginning of the first line, where you
can begin a new item immediately.

If you just want to get a few crucial names, phone numbers, and email addresses into
Outlook, create a custom Table view that contains only the fields you need and no
more. Be sure to include the Categories field so you can identify the trade show or
meeting where you met this person (ABC Conference 2007, for example).
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m If you prefer to use a Contact form, enter the information for the first card in the stack;
then click Save and New on the Contact tab. This menu option saves the item you just
entered and clears the form so you can begin a new contact immediately. After you
enter the last card in the stack, press Esc to clear the blank form.

m When you have two or more cards from people who work in the same office, let
Outlook copy key information to the new Contact item. Open the item, click the arrow
to the right of the Save and New option on the Contact tab, and click New Contact
from Same Company. Outlook creates a new item, entering the company name, address,
and phone number from the previous item, but clearing all other fields.

SHARING CONTACT INFORMATION

It’s extremely easy to exchange items with other Outlook users. For example, if you’ve asked
a co-worker to follow up with a customer on your behalf, you can make the job easier by
forwarding a copy of that person’s item from your Contacts folder. If you’re certain the
other person uses Outlook, use one of the following procedures:

m Create a new email message, drag the contact item from the Contacts folder, and drop
it in the message window.

m Right-click the contact item and choose Send Full Contact, In Outlook Format.

m Open the contact item, click the Send button on the Contact tab, and choose In
Outlook Format from the drop-down list.

Either way, you’ll end up with a draft email message containing a contact item as an attachment.
Address the message, add enough text to explain why you’re sending it along, and click Send.

Your co-worker can add the item to her Contacts folder by opening the message, double-
clicking the attachment, and clicking Save and Close.

"To exchange information with someone who doesn’t use Outlook, use the vCard format
(short for virtual business card) to translate standard name, business, address, and phone
fields into a simple text file that other compatible programs can import. When you send
your vCard to another person via email, that person can easily add your address information
into any compatible contact-management program or email address book. You can also turn
any item from your Contacts folder into a vCard and attach it to an email message. The
vCard option is available from the right-click Send Full Contact menu and from the Send
button on the Contact tab.

Unless you're absolutely certain the person to whom you're sending a mail message
M uses Outlook, you should send contact information in vCard format. In fact, because this
& ﬁ card uses plain text, your recipient can read its contents even without a compatible con-

tact manager—just open the file in a text editor such as Notepad.

If you receive a vCard attachment, the easiest way to add it to your Contacts folder is to
click the attachment and drag it onto the Contacts pane in the Navigation bar.
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MERGING DUPLICATE CONTACT ITEMS

How do you deal with duplicate Contact items? This problem is particularly prevalent if you
use incoming email as the basis for a Contact item. When you drag a message from the
Inbox and drop it in the Contacts folder, Outlook creates a new Contact item using the
sender’s name as it appears in the From box. If one person occasionally sends messages using
a different display name, eventually you’ll wind up with two, three, or more Contact items
for a single person—most consisting of just an email address.

In some cases, Outlook can combine duplicate records for you. If you attempt to enter a
record using the same first and last name as an existing Contact item, Outlook displays the
dialog box shown in Figure 10.6.

Figure 10.6

When you try to enter
a new Contact item
with the same name
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merge the two
records.

Duplicate Contact Detected
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Changes to Selected Contact:
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+1(212) 555-1212 -
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If you intended to create a duplicate record, or if this is a new contact that happens to have
a name that is similar or identical to another item in your Contacts folder, select Add New
Contact. If you select the default option, Update Information of Selected Contact, Outlook
replaces every field in the existing item if the new item contains information in that field.
The dialog box makes it crystal clear what will be changed, previewing the new business
card on the left and showing the changes in strikethrough text on the right. To accept the
changes, click Update. If you want to keep the existing contact and go back to the new one
you’re creating, click Cancel.

When you update an existing contact record with details from a new one, Outlook
assumes that the information you entered in the new record is the current version. The
process is much smarter than in previous Office versions. You can see all changes before
you click the Update button, and the Notes field combines old and new notes and pre-
serves file attachments and shortcuts. If you inadvertently delete important information
by merging contact records, look in the Deleted Items folder, where Outlook keeps a
copy of the original item when you use the merge option.

£Qeily
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The merge function is smart about email addresses. Each contact item can contain a maxi-
mum of three email addresses. If the original item contains one or two email addresses,
Outlook will add email addresses to the unused address field rather than replacing an exist-
ing address.

Outlook offers to merge items when the first name and last name you enter (either directly
or as parsed from the Full Name field) are absolutely identical to those in an existing item,
and the offer is good only when you create the duplicate item. If you've added several items
to your Contacts folder that refer to the same person with slightly different names—William
Gates and Bill Gates, for example—you can use a sneaky workaround to merge the data:

1. Open the older item—the one that contains details you want to replace with informa-
tion from a newer item. Copy the contents of the Full Name field to the Clipboard and
close the item.

2. Open the second item—the one that contains information you want to merge into the
older item. Paste the contents of the Clipboard into the Full Name field in the second
record, and then click the Save and Close button.

3. Select the second item and press the Delete key.

4. Select Edit, Undo Delete. Outlook restores the contact item from the Deleted Items
folder. Because this has the same effect as creating a new item, Outlook displays the
Duplicate Contact Detected dialog box. Select the option to update information.

You can also merge information from two or more records manually. Open each contact
item in its own window, and then drag information such as email addresses from one item
to another.

If you never, ever want to be prompted to merge contact items, turn off this feature.

M From the main Outlook window, select Tools, Options, and select the Preferences tab.
«& ﬁ Click the Contact Options button and clear the Check for Duplicate Contacts box.

COMMUNICATING WITH CONTACTS

From the Contacts folder or an open contact item, you can kick off any of a handful of
actions to keep in touch with that person. The Communicate group on the Contact tab
includes four buttons that allow you to do the following:

m Click E-mail to create a new email message addressed to the contact. The contact item
remains open.

m Click Meeting to create a new meeting request, with the contact’s email address in the
To field and the next available half-hour block of time selected.

m Click Call to place a phone call to the contact. The New Call dialog box (shown in
Figure 10.7) allows you to dial and hang up using the Start Call and End Call buttons,
respectively.

m Click Assign Task to create a new task request addressed to the contact.
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=> To learn more about how to use meeting requests and assign tasks, see “Managing Meeting Requests,”
p. 289.
If OneNote is installed, an additional command appears at the end of the Contact tab. Click
the Contact Notes button to start OneNote and create a new page or open an existing page
linked to the current contact.

NOTE
In previous versions of Office, you could begin writing a letter by choosing a menu
option in Outlook. This option is no longer available in Office 2007. To create a letter to a
contact, start in Microsoft Word, click the Mailings tab, and use these tools to open an
Outlook address book, select a contact, and add details such as an address block.

PRINTING PHONE LISTS AND ADDRESS BOOKS

You can print contact lists in a variety of styles and formats, using all the items in your
Contacts folder or only a subset of them. You can even turn your address list into a booklet
printed on both sides and small enough to fit into a shirt pocket—although you must be
willing to hover over the printer while it spits out pages. (You also must resign yourself to
wasting many sheets of paper while you figure out the precise order in which to perform
each step.) This feature can be useful when you’re heading off on a business trip, for exam-
ple, and you want to print the addresses and phone numbers of contacts in that area.

The steps required to print an address book or phone list containing items from your
Contacts folder are nearly identical to those for printing a calendar. If you want to print a
subset of the folder’s contents, use one of the following techniques:

m To select a contiguous block of items, click the first item; then hold down the Shift key
and click the last item in the group.
m To select individual items that are not adjacent, hold down Ctrl while clicking each one.

m To show only items that match specific criteria, use the Instant Search box or the
Advanced Find dialog box.

m Customize the current view or switch to another view and filter the list.

=> To learn more about using views to control how you work with Outlook items, see “Using Custom
Views to Display Information,” p. 204.

=> To learn more about Outlook’s search capabilities, see “Finding Outlook Items,” p. 199.

1. Switch to any Card view and select the items to be printed. If you want to print the
entire list, you do not need to make a selection.

2. Click the Print button. Outlook displays the Print dialog box shown in Figure 10.8.




272 | CHAPTER 10 KEEPING YOUR CONTACTS LiST UNDER CONTROL
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3. Select one of the five page formats from the Print Style list.
G

Are you having problems seeing all the Print Style choices in the Print dialog box? If so, see
“Setting Print Styles” in the “Troubleshooting” section at the end of this chapter.

S

4. In the Print Range box, choose whether you want to print All Items or Only Selected
Items. (This option is not available if you choose Memo Style.)

Have you used the Notes field to keep track of a lot of information about some contacts?
, M To extract the maximum amount of information when printing, select Memo Style and
«& ﬁ select the option to print all attachments. Be careful, however; this option can chew

through a ream of paper faster than you can say, “Save the rainforest.”

5. Click the Preview button to see what your page will look like when printed. Use the
Page Up and Page Down keys (or the corresponding toolbar buttons) to see additional
pages in the Preview window.

6. Click the Page Setup button in the Preview window or in the Print dialog box to adjust lay-
out options, paper sizes, fonts, headers, footers, and other settings, as shown in Figure 10.9.
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7. Click Print to send the job to the printer.

When you print your phone book, select from the following five formats:

m Card Style—Shows all the details from the underlying Card view. Switching to
Detailed Card view adds more fields to each item but also extends the size of your
printed book.

m Small Booklet Style—Prints in Card view, with each page shrunk to 1/8 normal size.
Default settings suggest you should print this booklet using both sides of the paper. If
you don’t have a printer capable of handling two-sided printing, you can get the same
effect, tediously, by using the manual feed option in your printer and feeding each sheet
through individually.

B Medium Booklet Style—Also prints a two-sided booklet, but each page in this style is
only 1/4 the size of the printed page. Experiment with a four-page sample before print-
ing your entire phone book.

® Memo Style—Prints every bit of information about a contact, including all notes. To
print a single contact in Memo Style, bypassing all dialog boxes, open the item and click
the Print button.

m Phone Directory Style—Prints the name and all phone numbers for each contact in a
two-column format that takes up the full width of an 8 1/2x11-inch sheet of paper.
Although you can change the number of columns and the fonts used in this style, you
can’t add new fields.

TROUBLESHOOTING

CONFIGURING A CONTACTS FOLDER FOR USE IN THE OUTLOOK ADDRESS BOOK @

You’ve split your contacts into several folders, but when you click the 1o: or Cc: button to address an
email message, the contents of one or more folders are missing.

Any folder that contains contact items can be part of the Outlook Address Book, but you
have to specifically designate it to be included there. If you don’t see a folder in the Outlook
Address Book, click the Folders icon in the Navigation bar, right-click the missing contacts
folder, and choose Properties. On the Outlook Address Book tab, click the Show This
Folder as An E-mail Address Book box.

SELECTING AND DELETING FIELD CONTENTS

When working with the All Contact fields list on the last tab of a Contact form, Outlook won’t let
you edit the File As field, the names of email entries, and several other fields. So, how do you select or
delete the contents of these fields?

Outlook won’t allow you to edit a handful of fields in this list; most of these are fields
Outlook generates automatically based on the contents of other fields. Use the General view
of the Contact form to change this information.
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UsING ComPANY NAMES IN YOUR CONTACTS

You’ve entered a company name in the Contacts folder; but Outlook insists on splitting it into first and
last names—so that Acme Industries becomes Industries, Acme.

When entering a new Contact item for a company, leave the Full Name field blank and
instead press the Tab key twice to jump to the Company field. Whatever you type in that
field also appears in the File As and Subject fields, exactly as you typed it.

SETTING PRINT STYLES

You clicked the Print button, but you see only one print style choice in the Print dialog box. Naturally,
it’s not the one you want.

"This occurs when you click the Print button while displaying the Contacts folder in a Table
view, such as Phone List view. Exit the Print dialog box and switch to a Card view, such as

Business Cards, Address Cards, or Detailed Address Cards, and then try again.

SECRETS OF THE OFFICE MASTERS: CREATING A
MEMORABLE BUSINESS CARD

When you can send your contact information as an email attachment, your message doesn’t
have much pizzazz. And that attachment does you no good if your correspondent uses a pro-
gram other than Outlook, or if they ignore the attachment.

Want to get a more positive reaction? Transform the dull default layout for your business
card into something fun and vibrant, complete with a photograph or logo. Then use that
business card for email messages where you want the recipient to know at a glance who
you are.

You can add a photo to any contact item, not just your own. The form for a contact item
includes a placeholder for a photo, to the right of the block that includes the Full Name
field and just above the E-mail field.

"To add a photo to a contact, click the placeholder icon, or choose Picture, Add Picture from
the Options group on the Contact tab. Browse to the picture file and click OK. Don’t worry
about the size or location of the original picture, either. Outlook converts the file to a JPEG
image less than 2KB in size and attaches it directly to the contact record.

As soon as you add the photo to the contact item, you’ll notice that it shows up on the busi-
ness card associated with that contact. To tweak your own business card, double-click the
business card (above the notes field on the contact form). This displays the dialog box shown
in Figure 10.10.
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In the example shown here, we added a photo and a background color, changed the font
size, and highlighted some fields with bold type. We also rearranged the data on the card to
highlight exactly the information we wanted to display.

Most of the options on this dialog box are self-explanatory. The Card Design section allows

you to select an image, position and align it, change the amount of space used by the image,
and add a background color.

Use the Fields section to select exactly which fields should appear on the card. The Blank
Line entries help you add space to differentiate blocks of information on the card. When
you select an item from the Fields list, you can edit it using the controls on the right; you

can adjust fonts, font sizes, colors, and alignment, as well as adding labels to the left or right
of any line.

When you’re finished, click Save and Close. The next time you write an email message, click
in the message body at the point where you want the card to appear and click Business Card
in the Include group on the Message tab. If this is the first time you’ve included a particular
card, you’ll need to choose it from the Contacts folder. After the first time, you’ll find that
card on the drop-down list that appears when you click the Business Card command.
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MANAGING YOUR PERSONAL CALENDAR

As we noted in Chapter 8, one of the most important changes in Outlook 2007 is the new
"To-Do Bar, which displays a consolidated list of appointments, meetings, tasks, and flagged
items along the right side of the main Outlook window.

In previous Office versions, it was nearly impossible to keep track of all the details stored in
different parts of Outlook. That’s all changed in Outlook 2007. Meetings and appointments
appear at the top of the top of the To-Do Bar, and any email message or contact with a fol-
low-up flag appears in the task list below it. To add a reminder to a contact or an email mes-
sage, you just assign a follow-up flag and pick a time for the reminder, without having to
worry about which folder the item is in.

Outlook’s Calendar folder can keep track of any number of appointments and meetings,
whether they’re one-time-only events or recurring appointments that repeat on a regular
schedule. Although you can print a calendar for reference, Outlook’s calendaring features are
best suited to people whose duties keep them close to a computer screen most of the time,
or those who have a handheld device (such as a Mobile PC or a SmartPhone) that can syn-
chronize data from Outlook’s Calendar, To-Do list, and Contacts folder.

The default view of the Calendar folder is instantly understandable in Outlook 2007. A bar
above the Contents pane allows you to display appointments and meetings for the current
day, week, or month. A calendar control called the Date Navigator appears at the top of the
To-Do Bar; if you've closed or minimized the To-Do Bar, the calendar control appears at
the top of the Navigation pane. Figure 11.1 shows the two alternative views side by side.

Figure 11.1

The Date Navigator
changes position
depending on whether
the To-Do Bar is hid-
den (left) or visible
(right).

i el eed-sL o i

i
o RN [ e—T

o= Aoy e £ ot by M g

TIP FROM
Want to see more than one month in the Date Navigator? The total number of months is

defined by the number of columns and rows that appear in this control. In the
ﬁ(‘. /Mdﬁ Navigation pane, the number of rows is set automatically; in the To-Do Bar, choose View,

To-Do Bar, Options, and then enter the number of rows you want to see (the default is
1). To add columns to the default display, drag the border between the Navigation pane
or the To-Do Bar toward the Contents pane until a second month appears. Outlook
shows as many months as will fit in the space you allot.
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In the Date Navigator, boldfaced numbers indicate days on which you currently have at least
one scheduled appointment or meeting. Click any date (past or future) to quickly show that
day’s items in the Contents pane. Use the left and right arrows alongside the name of each
month to move backward and forward a month at a time. For long-distance jumps, point to
the left or right arrow and hold down the mouse button until you reach the month you’re
looking for. Or use this secret, undocumented shortcut: Click the name of a month above
the Date Navigator and hold down the mouse button to see a list that includes the three
months before and after the current month. Drag the pointer below or above the list to
scroll to any month, and then release the mouse button to jump to that month.

SWITCHING BETWEEN DAY, WEEK, AND MONTH VIEWS

When you first click the Calendar icon in the Outlook Bar, you see today’s schedule in
Day/Week/Month view. The default view of your appointments shows just one day at a
time, but you can expand the view to cover appointments that span multiple days, one or
more weeks, or a full month at a time.

The Day, Week, and Month buttons above the Calendar display allow you to quickly switch
between Outlook’s built-in views.

Click the Day button to display one day’s events. Use the Date Navigator to show another
day’s schedule, or click the Today button on the Standard toolbar to jump back to today’s
calendar. Click in the Contents pane and then press the Page Up and Page Down keys to
scroll through meetings and appointments for the selected day; use the left- and right-arrow
keys to move through the Calendar folder one day at a time.

In Day or Week views, pressing Home takes you to the beginning of the currently
M selected workday and End jumps to the end of the workday—8:00 a.m. and 5:00 p.m.,
é@ﬁ ﬁ unless you adjust these defaults. Press Ctrl+Home or Ctrl+End to jump to the beginning

or end of the day—midnight in either direction.

After selecting the Week view, click the Show Work Week option to show a side-by-side
view of five days at a time, leaving off weekends, as in the example shown earlier in Figure
11.1. Click the Show Full Week option to display a full week’s schedule. As in other views,
all-day events appear in a banner at the top of each day, with multiday events extending
over the tops of several days. Use the arrows to the left of the date display to move through
the calendar a week at a time.

Click the Month button to see a month-at-a-glance calendar (see Figure 11.2), which offers
enough information to provide an excellent bird’s-eye view of your commitments for any
month. This view is most effective if your screen supports larger resolutions (at least 1280
pixels wide). To jump a month at a time in either direction in this view, click the left and
right arrow buttons to the left of the month label, or press the Page Up and Page Down
keys, or click the vertical scrollbar at the right of the window. The Up Arrow and Down
Arrow keys move through the calendar a week at a time. The Home key jumps to the
beginning of the selected week.
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TIP FROM
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In both week and month views, the display for each day is narrow, so don’t expect to read
the full description of each event; point to any item to see a ScreenTip that includes the
event’s time, subject, and location. In all views, clicking an item selects it, and double-
clicking opens it.

In any Day/Week/Month Calendar view, press Alt+Page Up or Alt+Page Down to jump to

M the previous or next month. Each time you press either key again, you'll move one
ﬁ(‘- month in that direction. If you start on March 15, for example, pressing Alt+Page Down
repeatedly takes you to April 15, May 15, June 15, and so on.

Use the Date Navigator to create a custom view of your calendar that’s different from the
standard day, week, and month views. Hold down the Ctrl key while you click two or more
dates (they don’t have to be adjacent), and the display changes to show you a side-by-side
view of the schedules for the selected days. This technique is especially useful when you want
to copy a meeting or appointment from one day to another. It’s also handy if you’re checking
your schedule to see which day works best for a meeting or business trip. A multiday view
can display up to 14 days at a time, side by side, although at most resolutions it’s nearly
impossible to see details for more than 7 days because each day’s display is so narrow.

CUSTOMIZING THE CALENDAR

"To change options for Outlook’s built-in Day, Week, and Month views, right-click any
unused space in the calendar display and choose Other Settings. The resulting dialog box
(shown in Figure 11.3) lets you change the fonts and font sizes used in each of the three
views.



Figure 11.3
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Professionals who bill in 5-, 6-, 10-, or 15-minute increments might want to adjust the Time
Scale from its default setting of 30 minutes to one of the shorter values from the drop-down
list; if your schedule is usually light, on the other hand, you can set this value to its maxi-
mum of 60 minutes and see your entire schedule without scrolling. These settings apply
only in Day and Week views. In the Month view, you can specify that you want the subjects
of tasks, all-day events, and multiday events to be displayed in bold.

Outlook includes another batch of calendar options that let you adjust the basic look and
feel of this folder. Choose Tools, Options, and then click the Calendar Options button on
the Preferences tab to display the dialog box shown in Figure 11.4.

Figure 11.4
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You can adjust any of the following Calendar options:
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m In the Calendar Work Week section, click to select or clear the days that correspond to
your work week. In the First Day of Week drop-down list, select the day you want to
see at the beginning of Week and Month views. You can also define the Start Time and
End Time for your typical work day here.

When you double-click to add an appointment in Week or Month view, Outlook opens a
new appointment form using the starting time as defined in this dialog box.
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m Select the Show Week Numbers in the Month View Date Navigator check box if you
want to see small numbers to the left of each week. This option is most useful for people
who work in retail and other industries that measure performance weekly. (If you're a
timeshare owner hoping to use this feature to track dates for weekly intervals you own, be
sure to compare Outlook’s week numbers with those provided by your property’s manage-
ment. Not all timeshares use the same method of calculating week numbers as Outlook!)

m The Default Color option lets you choose from a limited selection of pastel colors to
use behind Day and Work Week views. The default color is determined by the theme
you’ve chosen for Outlook—silver, blue, or black.

m Click the Add Holidays button to incorporate a list of common holidays into your
Outlook calendar. Surprisingly, this feature doesn’t use a sophisticated set of calculations
to determine when Easter, Thanksgiving, and Yom Kippur fall each year. Instead,
Outlook looks at the contents of a text file called outlook.hol; in a U.S. English instal-
lation, this file is stored in C:\Program Files\Microsoft Office\Office12\1033. The
Add Holidays to Calendar dialog box lets you choose which country’s holidays should
be added to your calendar—a handy option if you routinely travel around the globe or
deal with folks in other countries.

Through the years, Microsoft has screwed up the list of holidays on more than one occa-

sion. To customize the holiday list or fix errors, open this text file in a text editor such as
é@(’- /dé Notepad. Each group of holidays (organized by country) starts with a name in square

brackets; each item in the list includes a name, followed by the date in yyyy/mm/dd for-
mat. If your business has its own list of special days, put the business name in brackets
to treat it as if it were a country. Then double-click Outlook.hol, choose your business
name from the list of countries, and click OK to add the custom holidays to Outlook.

m The Resource Scheduling button lets you define options if you’re responsible for pro-
cessing meeting requests for resources, such as conference rooms and slide projectors.

m Click the Free/Busy Options button to display a dialog box that lets you publish infor-
mation about your calendar to an Internet location for other people to use when
scheduling meetings.

TAMING TIME ZONES

In all previous versions of Office, juggling time zones has been a hassle of epic proportions.
Thankfully, that’s fixed in Outlook 2007. When you enter an appointment or meeting, you
now have the option to specify a time zone for the start and end times.

Why does this change matter? Well, imagine you’re called away from your home office in
Denver to attend a business meeting in Rome (lucky you). You schedule a meeting in Rome
on October Ist at 9:00 a.m. Central European Time (CET), book your return flight on
October 2nd at 10 a.m. CET, and dutifully enter the times in Outlook. While you’re looking
at your calendar, you notice that you have a regular telephone conference call on October
Ist at 4:00 p.m. Mountain Time, which is eight hours earlier than Rome.
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You bring your notebook computer with you to Italy and change the system clock to the
local time zone when you arrive. What happens when you open Outlook and check your
calendar? That depends on how you originally entered the appointments. Consider the
following:

m If you didn’t specify a time zone when you entered the appointment, Outlook recorded
all the times you entered using the time zone you were in when you recorded them.
When you change your system clock, Outlook helpfully adjusts all times. Your confer-
ence call appears as midnight, and when you call in you’re right in sync with the rest of
the participants. Unfortunately, you miss your meeting in Rome because Outlook has
helpfully adjusted it from 9:00 a.m. to 5:00 p.m. And when Tuesday rolls around, you
miss your flight because Outlook adjusted the time from 10:00 a.m. to 6:00 p.m.

m But if you were smart enough to click the Time Zones button when you created or
edited the overseas appointments, you’re in perfect shape. Outlook changes the start
time displayed for your conference call in Denver but doesn’t adjust the times for your
rendezvous in Rome or your return flight. You’re perfectly in sync in both time zones.

By default, the fields for entering time zone information are hidden. To make them visible
for an individual appointment, click the Time Zones button in the Options group on the
Appointment tab. This adds a drop-down list of all available world time zones to the right of
both time fields, as shown in Figure 11.5.
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Be sure to check in at least two hours early!
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To make it easier for you to work with Calendar items entered in different time zones, add a
second time zone to your Calendar. In Day or Week view, right-click the time display along
the left edge of the calendar, choose Change Time Zone from the menu, and select the
Show an Additional Time Zone check box. Enter a label for each time zone, click OK, and
you’ll see two time displays at the left side of the Day view. Whenever you enter an appoint-
ment or meeting, make sure you choose the correct time scale, as shown in Figure 11.6.



284 | CHAPTER 11 WORKING WITH CALENDARS AND TASKS
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"This solution works well enough if your trip takes you to only two time zones. When you reach
your destination, open the Time Zone dialog box again and click the Swap Time Zones button.
The time on the system clock changes, but you can still stay on time as long as you don’t suc-
cumb to jet lag and look at the wrong scale. If your trip takes you to three or more time zones,
however, using this technique is a one-way ticket to hopeless confusion—especially with jet lag.
For complex itineraries, add a note about the time zone in the Subject of every appointment.

If you receive an error message when you click the Swap Times Zones button, see “You Need
Permission to Reset the System Time” in the “Troubleshooting” section at the end of this chapter.

The option to show an additional time zone is also useful if you work with people in differ-
ent parts of the world, by allowing you to see at a glance whether you’re trying to call
Moscow at midnight or Hong Kong at 3:00 a.m., when no one’s there to take the call.

So, what if the change in time zones is permanent? If you move across country or halfway
around the world, open the Time Zone dialog box and click the Change Calendar Time
Zone button. Choose the original time zone and then select the options shown there to
either update all existing appointments to reflect the changed time zone (shifting the time
that appears on each one) or move appointments to the new time zone (keeping the original
date and time but adjusting the time zone attribute).

CREATING A NEw APPOINTMENT OR EVENT

You can create three similar types of items in the Calendar folder. Appointments have starting
and ending times blocked out in your schedule; evenss, such as vacations and business trips,
last 24 hours or more; and meetings are appointments to which you invite other people.

=> To see how Outlook can help you coordinate meetings, see “Managing Meeting Requests,” p. 289.

If you want to add a new item to your personal calendar and you know the date and time of
the appointment or event, you can open a new appointment form with those details already
filled in. Open or switch to a window displaying the contents of the Calendar folder, and
then use any of these techniques:
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m From Day or Week view (including multiday views), use the Date Navigator to select
the correct date, and then double-click a time slot to open a new appointment. Outlook
uses the default appointment interval of 30 minutes. To use a different interval, click
and drag the mouse pointer from the start time to the end time, and then right-click
and choose New Appointment.

m In Month view, select the month containing the date you want to use, and then right-
click and choose New Appointment; this creates an appointment with a start time that is
the default starting time for the day. If you select multiple dates, Outlook creates a new
event on the selected dates, with no start or end times.

m To open a new event form from any view, right-click and choose New All Day Event.
Or, in Month view, double-click any empty space in the date on which you want to
schedule the event.

You can also create an appointment instantly by dragging an email message from your Inbox
and dropping it on the Calendar button in the Navigation bar. This shortcut can be a true
time-saver when you receive a message that includes essential details about an upcoming
event. The subject of the mail message becomes the subject of the appointment, and the
message text appears in the Notes area of the appointment form. You’ll probably need to
adjust the date and time, however, because by default Outlook uses the next available block
of time in today’s schedule.

If you’ve looked up a name in your Contacts folder and you want to create an appointment
that includes a link to that person, don’t just drag the item onto the Calendar icon—that
action creates a meeting request addressed to the selected person. Instead, hold down the
right mouse button as you drag the item from the Contacts folder, drop it on the Calendar
button, and then choose one of the Copy Here as Appointment options. (Copy Here as
Appointment with Text is easiest if you want to be able to read details about the contact
without opening a separate window. Copy Here as Appointment with Shortcut is best if you
want to be certain you’re viewing the most up-to-date information when the appointment
time rolls around.) If you drag two or more Contact items into the Calendar folder, Outlook
assumes you want to include all the information in a single appointment.

You can create a new appointment from scratch by using any of the following techniques:

m Click the New Appointment button.
m Press Ctrl+N in the Calendar folder or press Ctrl+Shift+A in any other folder.
m Choose File, New, Appointment.

Enter a name for the appointment in the Subject field, and then tab from field to field and
add more details. Use the Categorize button to assign color-coded categories (Company and
Important, in this example). Click the Save and Close button when you’re finished. Add
details about the meeting in the Notes area just below the Reminder field. You can also add
attachments here, including files, copies of Outlook items, or shortcuts to files or Outlook
items. Figure 11.7 shows a filled-in appointment form.
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Tables 11.1 and 11.2 describe the types of information you can include in each field of an

appointment item.

=> To learn how Outlook will fill in times and dates for you, see “Entering Dates and Times Automatically,

p- 193.

"

=> To learn how to organize Outlook items using categories, see “Assigning Items to Categories,” p. 194.

=> To learn more about instructing Outlook to remind you of important activities, see “Flagging ltems for

Follow-Up,” p- 196.

TABLE 111  STANDARD APPOINTMENT FIELDS

Field Name Description

Subject Enter the text you want to see in Calendar view. Although you can
enter up to 255 characters, you should keep the Subject line much
shorter—preferably 30 characters or fewer. Subject lines more than
about 150 characters will not print correctly in Tri-fold format.

Location Enter a location; the drop-down list lets you choose from among the

Start Time, End Time

All Day Event

10 locations you entered most recently (you can’t customize this list
or change its order).

Enter starting and ending times and dates by using any common
date and time format or an AutoDate description; click the arrow to
the right of a date or time field to select from a calendar control or a
list of preset times.

Clicking this box removes the Start Time and End Time fields from
the form; when you enter an event, Outlook’s default settings show
the time in your shared schedule as Free.
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TABLE 11.2  OPTIONS AVAILABLE ON APPOINTMENT TAB

Field Name Description

Show As This command specifies how others view your calendar by designat-
ing the time an appointment takes as Free, Tentative, Busy, or Out
of Office. Each of these four descriptions uses a different color in
Calendar views. You cannot add new descriptions to this list. This
option is useful when you use the Delegate option on an Exchange
Server; other people can’t see details of your schedule, but they at
least know whether you're in the office.

Reminder Appointments can pop up reminders at times you define; unless you
change the defaults (as described in Chapter 8, “Outlook
Essentials”), Outlook adds a reminder 15 minutes before every

appointment.

Recurrence See the following section for a discussion of how to enter recurring
appointments.

Time Zones Specify a time zone other than the current Windows time zone for

the start or end times, or both.

Categorize Assign appointments to color-coded categories, just as you do con-
tacts and tasks. See the section, “Assigning Items to Categories,”
in Chapter 8 for more details on how to customize the list.

Private Designate an appointment as private so no one who looks at your
shared schedule will know that you’ve gone to the ball game. Details
of private appointments do not appear on shared calendars, although
the time is blocked out; when printing, you can choose to hide
details of appointments marked Private.

High/Low Importance Clicking either of these boxes toggles a field that you can use to
filter appointments in views and queries.

In previous Outlook versions, the default appointment form included a field to link an
appointment to one or more contacts. In Outlook 2007, that option is gone, replaced by the
capability to create links between an appointment and any Outlook item. To use this capabil-
ity, open the Appointment form and click the Attach Item button in the Include group on
the Insert tab. As Figure 11.8 shows, you can link another appointment to the current one.
If you want to be able to see and change the actual appointment instead of a copy, be sure to
select the Shortcut option under the Insert As heading. If you’re creating a meeting request,
however, don’t use links unless they’re on a server that the recipient will have access to. For
items you send to other people who don’t have access to your server, attach a copy of the
item instead.
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ENTERING RECURRING APPOINTMENTS

Some appointments and events are one-shot deals, but others—Ilike it or not—happen over
and over. When you enter details for a recurring appointment, Outlook manages the entire
series from a single appointment form. You can specify recurring patterns on a daily, weekly,
monthly, or annual basis. The options for recurring appointments are surprisingly flexible.

=> To learn more about setting up recurring tasks, see “Entering Recurring Tasks,” p. 296.

To set up a recurring appointment or event, create the item from scratch or open an existing
item, and then click the Recurrence button to display the Appointment Recurrence dialog
box (see Figure 11.9).
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Adjust the options as needed to match the schedule of your event. Enter an ending date or a
fixed number of occurrences, if appropriate, and click OK. Then click Save and Close to add
the recurring appointment or event to your Calendar folder. Outlook adds a recurrence icon
to the left of the event description in all Calendar views.
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To edit a recurring appointment or event, open the item. A dialog box lets you specify
whether you want to change the entire series or just the selected instance. If your production
department moves this week’s status meeting from its regular slot of Wednesday at 2:00
p-m., you can change the times for that occurrence without affecting the rest of the items in
the series. On the other hand, if a new production manager decides to move the meetings to
Monday mornings, you can edit the entire series, and you need to change the details only
once to reschedule all future occurrences.

To see a list of all recurring appointments and events (and edit one or more of them, if

necessary), switch to Outlook’s predefined Recurring Appointments view. Note that this
é@(’- /V?ﬁ list includes birthdays and anniversaries, which Outlook treats as recurring annual

events.

RESCHEDULING AN APPOINTMENT OR EVENT

The most labor-intensive way to change the date and time of an appointment or event is by
opening the item and manually adjusting the entries in the Start Time and End Time fields.
Try these time-saving shortcuts instead:

m o change the scheduled starting time for an appointment in any Day or Week view
(including multiday views), click and drag the item to its new time.

m To move an item to a different day, click and drag the item and drop it on the selected
day in Week or Month view or in the Date Navigator. To change the month in the
Date Navigator without changing the display in the current view, hold down Ctrl as
you click the left or right arrows above the Date Navigator.

m To copy an item to a new date and time, hold down the Ctrl key and drag the item to
the new date by using the Week or Month view or the Date Navigator. This technique
is particularly useful when scheduling a follow-up appointment; because copying the
appointment item also copies all its details, you eliminate the need to search for your
notes from the original meeting when it’s time for the follow-up.

If you want to edit the description of an event or appointment, without adjusting its date,
time, or details, click to select its listing in any daily, weekly, or monthly Calendar view,

é@ﬁ M and then click again to position the insertion point so you can edit the text directly. As
soon as you click the text to begin editing, the location (in parentheses after the descrip-
tion text) disappears; the only way to edit location information is to open the form.

MANAGING MEETING REQUESTS

In the world according to Outlook, there is a crucial difference between an appointment and
a meeting. When you create an appointment, you set aside a block of time on your own per-
sonal calendar. Although an appointment might involve other people, it’s your responsibility,
not Outlook’s, to coordinate your schedule with theirs.
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An Outlook meeting, on the other hand, consists of identical items in the Calendar folders
of two or more people. Although these items closely resemble appointments—with a subject,
start and end times, and the option to set a reminder—there are several crucial differences:

Every meeting has an organizer; who is responsible for setting the time, location, and
other details.

The organizer fills in a meeting request form (essentially an appointment form with a
few extra fields and buttons) that includes details of the meeting as well as the names
and email addresses of all required and optional attendees; Outlook sends the invitations
automatically when the organizer saves the meeting request.

When you receive a meeting request, you can accept, tentatively accept, or decline the
invitation. If you accept, Outlook adds the meeting to your calendar. Outlook sends all
responses to the meeting organizer and tracks the meeting’s status automatically.

As part of the planning process, the meeting organizer can reserve a conference room
and other resources, such as overhead projectors or presentation equipment.

If you and other members of your workgroup publish the details of your schedule on an
Exchange Server or a web server, Outlook can automatically pick a time when all pro-
posed attendees are available.

You don't have to work in a corporation to use meeting requests. You don't need access
to an Exchange Server, either, nor do you even need to be on the same network
(although it's much easier to view other people’s calendars on a corporate network). In
fact, any two people who use Outlook can keep events in sync by using meeting requests
over an Internet-standard email connection.

CREATING A NEw MEETING REQUEST

You can begin scheduling a meeting by opening a meeting request form directly, using any
of the following techniques:

Choose File, New, Meeting Request; or press Ctrl+Shift+Q to open a blank meeting
request form.

If you've already selected the exact date and time of the meeting, switch to a Calendar
view of that date and select the block of time; then right-click and choose New Meeting
Request from the shortcut menu. This option opens a meeting request form with the
date and time already filled in.

"To open a meeting request form with the invitees’ names already filled in, select one or
more names in the Contacts folder. With a single contact selected, you can right-click
and choose Create, New Meeting Request to Contact; with multiple contacts selected,
choose Actions, Create, New Meeting Request to Contact.

To plan a meeting by comparing schedules stored on an Exchange Server, open the
Calendar folder and choose Actions, Plan a Meeting. (This option is available even if
you’re not connected to an Exchange Server, but it’s virtually useless in a standalone
environment.)
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m 1o create a meeting while viewing a group schedule, click the Make Meeting button and
choose New Meeting with All. (You can also Ctrl+click to select individual names from the
Group Members list; choose Make Meeting, New Meeting to use only the selected names.)

m If you've already created an appointment in your Calendar folder and you want to turn
it into a meeting, open the item and click the Invite Attendees button (in the Actions
group on the Appointment tab). This option uses all details you defined previously,
adding a field in which you can enter the names of other attendees.

As Figure 11.10 shows, a meeting request form closely resembles an appointment form, with
the crucial addition of the To field, a Send button, and a new Attendees group on the
Appointment tab. Fill in the prospective attendees’ names, and then add the remainder of
the meeting details—subject, start time, end time, notes, and so on—as you would for an

appointment, and click Send to deliver the invitations.

Figure 11.10
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Because the meeting request form is delivered via email, you can use any of Outlook’s
addressing shortcuts, including automatic name checking. Click the To button to open the

Address Book and select names directly.

Don’t forget to include details in the box at the bottom of the Appointment tab. Text you
enter here appears in the Meeting item added to each attendee’s Calendar folder after your
invitation is accepted,; it also serves as the text of the emailed invitation.

£Qeily

To help attendees prepare for a meeting, you might want to send one or more files with
the invitation—an agenda or a background memo in Word format, for example, or a work-
sheet for attendees to review before a budget-planning meeting. Drag a file icon directly
into the Notes box on the meeting request form, or click Attach File (in the Include group
on the Insert tab) and select one or more files from the Insert File dialog box.
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When preparing a meeting request, you can designate some attendees as Required and oth-
ers as Optional. By default, anyone you invite to a meeting is a Required attendee. To
change their status to Optional, click the Scheduling command in the Show group on the
Meeting tab, click the icon in the column just to the left of any name, and use the drop-
down menu to adjust an invitee’s status, as shown in Figure 11.11. To view the status of all
attendees, click the Tracking button (available only after the meeting request has been cre-
ated and sent).
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As the meeting organizer, you can change the status of any attendee at any time. When
attendees open a Meeting item and select this view, they see only the list of attendees and
their status, without the capability to change the designation. On the meeting organizer’s
calendar only, this view also summarizes the responses from prospective attendees.

After you've finished entering all details in the meeting request form, click the Send button.
Outlook delivers the requests via email to all prospective attendees.

Outlook 2007 (like Outlook 2003) automatically sends all meeting requests delivered via

Internet mail in iCalendar format, which ensures that the request will work with all com-
é@(‘- /d&% patible contact-management programs. (Meeting requests sent to Exchange recipients

are sent in Rich Text Format.) To change this global option, choose Tools, Options, click
the Calendar Options button on the Preferences tab, and select or clear the When
Sending Meeting Requests Over the Internet, Use iCalendar Format box. Outlook recipi-
ents will still see all meeting requests exactly as they normally do, but users of other con-
tact management programs will be able to deal with them as well.
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RESPONDING TO MEETING REQUESTS

When you receive a meeting invitation via email, it resembles an ordinary message, with the
following key differences:

m The Meeting Request icon to the left of the invitation in the message list is different.

B The message header shows the sender’s name, Required and Optional attendees, and
the location and time of the meeting.

m Special-purpose toolbar buttons are visible in the message window and in the Reading
pane, as shown in Figure 11.12. Using these buttons, you can accept the invitation,
decline it, or propose a new time (this last option is not available for recurring meet-
ings). Click the Tentative button when you want to reserve the right to change your

mind later.
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Description:

[+ 11

When: Friday, January 12, 2007 7:00 PM-10:00 PM (GMT-07:00) Mountain Time (US & Canada).

Where: Staples Center

PR e L T R

Seats are in the firm’s luxury box.

If you accept the invitation, Outlook adds the item to your calendar. You can add a note to
your response or send a default notification to the meeting organizer.

If you're not the meeting organizer, you can propose an alternative date or time for the
meeting. Choosing this option opens a form in which you can respond to the meeting
organizer. As the organizer, you can see all proposed changes in a single window and choose
the one that works best for you.

If a meeting organized by someone else is on your calendar, you can change its time—for
that matter, you can delete it outright. There’s nothing wrong with this course of action if
the meeting organizer stops you in the hall or calls on the phone to cancel or change the
time. If you change the item in your calendar, Outlook does not update the original item on
the meeting organizer’s calendar.
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If you attempt to change the time of a meeting organized by someone else, be sure to
click the Propose New Time box. If you click Accept or Tentative, the Office Assistant dis-
plays a warning dialog box urging you to send a message to the meeting organizer, but
Outlook’s response-handling script ignores the changes and marks the original item on
the organizer’s calendar to show that you've accepted.

"To decline an invitation after you have already accepted the meeting request and added it to
your calendar, open the item in the Calendar folder and click the Decline button. Outlook
offers to send a message to the organizer; add text explaining that your schedule has
changed, and click the Send button.

If you are the meeting organizer, you can also cancel a meeting at any time by deleting it
from your calendar. Outlook offers to send a cancellation message on your behalf to all the
attendees you previously invited.

CHECKING THE STATUS OF A MEETING YOU'VE ARRANGED

Outlook uses special scripts embedded in meeting invitations to process responses. As the
invitees accept or decline the meeting request, they return a message to you; when it arrives
in your Inbox, Outlook uses the script commands to update the status of the list. As the
meeting organizer, you can check a meeting’s status at any time by opening it. Look at the
information bar at the top of the Appointment page to see a running tally of the number of
prospective attendees who have accepted, declined, or failed to respond.

PBLESS
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If you continually fail to receive updates from specific people, see “The Case of the Missing RSVP”
in the “Troubleshooting” section at the end of this chapter.

For a more detailed view of responses, click the Tracking button on the Meeting tab. This
list lets you see at a glance which invitees have failed to respond to your invitation, allowing
you to send a follow-up message quickly, if necessary.

RESCHEDULING OR CANCELING A MEETING

Handling changes to Outlook meetings requires a delicate balancing act. After the initial
round of invitations and responses, each prospective attendee has a separate meeting item on
his or her calendar. Communication of any changes is crucial.

As the organizer, you can change the date or time of a meeting, change other details (such as
its location), or cancel it outright. To make any changes, open the item in your Calendar
folder, click the Appointment button on the Meeting tab, and change the meeting details;
then click the Send Update button. To cancel the meeting, open the meeting item and click
Cancel Meeting. If you change the date, time, or other details, Outlook prompts you to send
an Update message to everyone on the list; if you cancel a meeting, Outlook generates a
cancellation request. If you add an attendee, you can choose whether to send the update just
to new attendees or to all attendees.

An Update message looks exactly like the original request. Everyone who receives it will see
the Accept, Decline, and Tentative buttons, just as if it were an original meeting request.
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When you send an Update message, be sure to include text in the Notes box that
explains the changes you've made—that text becomes the body of the update message. If
you omit this step, attendees who don't read the message carefully might assume they're
receiving a duplicate of the original meeting request and fail to notice the change in date
or time.

MAINTAINING YOUR PERSONAL TASK LIST

In Outlook, rasks are essentially to-do items. They can be as simple as a note to yourself

(“Pick up milk on the way home”) or you can add start dates, due dates, and detailed notes,
and then track your progress on a complex task over time. Outlook lets you define one-time
tasks or recurring tasks, such as weekly status reports. A list of current tasks appears on the

Outlook Today page and in the To-Do Bar.

=> To learn how you can tailor the To-Do Bar for your working style, see “Customizing the To-Do Bar,”

p- 183.

ENTERING TASKS

The absolute simplest way to create a task is to enter it directly in the To-Do Bar or in the
Tasks folder. If the To-Do Bar is visible, click where you see the gray letters Type a New
Task. Enter a short description of the task; if you want to associate a deadline with the task,
press Tab to move to the Due Date field and enter a date. Press Enter to record the task.
You can use a similar procedure in the Tasks folder in Simple List view.

To create a new task with more details, click the New button in the Tasks folder, or choose
File, New, Task, or press Ctrl+Shift+K. In the Task form (see Figure 11.13), enter the task
text in the Subject box and fill in any of the additional fields, all of which are optional.

Figure 11.13
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Enter the Due Date and the Start Date. To enter these dates automatically, click the Follow
Up button and use the options on the menu to choose from a common list of dates. This
option sets the Start Date and Due Date to the same value. Fill in the Status, Priority, and
% Complete boxes only if you want to be able to sort a complex list of tasks using this infor-
mation. By default, Outlook does not create a reminder for new tasks; to do so manually,
click the Reminder check box and adjust the date. If you want to set a reminder automati-
cally for every new task, choose Tools, Options, and click the Preferences tab. Then click
the Task Options button and select the Set Reminders on Tasks with Due Dates check box.

Add details, notes, and file attachments (including document shortcuts) for the task. Click
the Categorize button on the Task tab to assign the task to categories. If you’re on a corpo-
rate network with an Exchange Server, you can click the Private box to prevent anyone with
shared access to your Tasks folder from seeing the details of this item.

=> Sorting your Outlook items by category and assigning follow-up flags helps you manage your appoint-
ments, contacts, email, and so on; see “Assigning ltems to Categories,” and “Flagging Items for Follow-
Up,” pp- 194 and 196.
If you plan to use the Tasks folder to track items from which you’ll generate billing reports,
click the Details button on the Task tab. Boxes on this page of the Task form let you enter
the amount of time you spend on a task, as well as mileage details and additional notes in the
Billing Information box. Click the Save and Close button to add the new item to your Tasks
folder.

To create a billing statement with Outlook, create a custom Table view that includes the

M fields you want to use on your billing report. Sort or filter the list to show only the clients
5@3 ﬁ or companies for whom you want to generate the report. Select the rows and press

Ctrl+C to copy them to the Windows Clipboard; then open a new Excel workbook and
paste the copied rows into a blank worksheet range. Use formulas to translate hourly
rates and mileage allowances into totals.

Items on your task list show up in red when they’re overdue, and in gray, with strikethrough
formatting, when you click the Mark Complete button.
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If the due dates on some task items mysteriously change, see “You Need It When?” in the “Trouble-
shooting” section at the end of this chapter.
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ENTERING RECURRING TASKS

For tasks that repeat at regular intervals, enter the data just as you would for a one-time task,
but before you save, click the Recurrence button. With one noteworthy exception, the tech-
nique for specifying how often a task recurs is essentially the same as for a recurring appoint-
ment or event. You specify whether the task repeats at daily, weekly, monthly, or annual
intervals, and then enter the recurrence pattern—every other Tuesday and Thursday, the
second Wednesday of each month, and so on. You can define recurring tasks that occur a set
number of times—once a week for the next three weeks while a co-worker is on vacation, for
example—or click the End By box and enter a specific date when the task ends.



MAINTAINING YOUR PERSONAL TAsK LisT | 297

=> If you must complete the same task at the same time on a regular basis—such as a weekly sales
report—use Outlook’s recurring appointment feature; see “Entering Recurring Appointments,” p. 288.
Unlike recurring appointments, you can define an interval for recurring tasks that are based
on completing the previous instance. Suppose you want to stay in touch with a valued but
hard-to-reach customer by calling roughly once a month, but you don’t want to wear out
your welcome by calling too often. If you define a recurring task to call on the 5th of each
month, and you don’t actually connect until the 20th, you’ll end up making your next call
only 15 days later.

Instead, use the dialog box shown in Figure 11.14 to specify that you want to generate a new
task 30 days after you complete the previous instance. Click the Regenerate New Task box,
and then fill in the number of days, weeks, months, or years you want between instances.
Each time you mark a task complete, Outlook creates a new Task item using the specified
settings. So if you connect with your customer on September 19, your next reminder occurs

a month later, on the 19th of October.
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Outlook adds recurring tasks to your task list one at a time. When you mark one occurrence
of the task complete, the next occurrence appears in the list. If you look at your task list for
the next month, you’ll see only one instance of a recurring task, even if it recurs daily or
weekly. When you mark each task complete, Outlook creates a new item with a new due
date. If you try to delete a recurring task, you can delete just the specified instance or all
recurrences.

SORTING AND FILTERING THE TASK LIST

Outlook’s built-in views for the Tasks folder include table views—Simple List or Detailed
List—that let you see all tasks regardless of due date and status. You can create custom fil-
ters and views for items in the Tasks folder as well. The following views are built in:

m Switch to the Active Tasks view to see all tasks except those where the Status is
Complete or Deferred.

m The Next Seven Days view shows all tasks due in the next week. It does not include
overdue tasks.
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m Choose Overdue Tasks to see only those items for which the due date has passed. This
view excludes tasks that have no due date.

m Click the By Category view to see an outline style view of tasks organized according to
categories you assign.

You can assign a single task to multiple categories; switch to By Category view, and then

éQ M hold down the Ctrl key and drag to assign an item to a new category.
“

m The Assignment and By Person Responsible views are relevant only if you assign tasks
to other persons.

m Choose the Completed Tasks view to see only those tasks you’ve marked as completed.

=> Use Outlook’s Views settings to organize your Outlook data; see “Using Views to Display, Sort, and Filter
Items,” p. 204.
If you scrupulously update the Due Date, Start Date, Status, and % Complete fields, you can
use the Tasks folder to perform rudimentary project-management tasks. But when we say
rudimentary, we mean it. Outlook’s Task Timeline view shows start and end dates for indi-
vidual tasks, but it doesn’t enable you to create dependencies, balance resources, or link
related projects. If you need robust project-management capabilities, look at a product such
as Microsoft Project instead.

SHARING YOUR SCHEDULE WITH OTHER PEOPLE

Outlook is more than a personal organizer. If you work closely with a team of people who
also use Outlook, you can coordinate schedules among group members to streamline the
process of organizing meetings. As a meeting organizer, your job is much easier when you
can see at a glance what times are available for the other group members.

In the office, you can view details from calendars on a Microsoft Exchange Server or on a
corporate web server. If you don’t have access to an Exchange Server, you can publish your
calendar to the Microsoft Office Online server and share them over the Internet with
friends, family, and co-workers who also use Outlook. If you don’t want to mess with any
servers, you can share a snapshot of your calendar with another Outlook user via email.

If you tried calendar-sharing options in earlier versions of Outlook and gave up because
they were too limited, awkward, or unreliable, try again. The Office Online service is con-
siderably more robust than the still supported but deprecated Internet Free/Busy server
option. And the email update option eliminates all the hassles associated with online
services.
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To use Outlook’s automatic scheduling features, everyone in your office needs to publish
details of their schedules so that Outlook can identify free and busy times for each meeting
attendee. If you’re connected via an Exchange Server, this process is relatively easy. If you
don’t have an Exchange Server available, the process is slightly more complicated.

Group scheduling works properly only when everyone in a workgroup actively partici-
pates. In particular, you need to make sure that every appointment you make is entered

é@ﬁ M in your Calendar folder; if you don't, Outlook constantly reports to other people that you
have free time, even when you're booked solid. Make sure that you select the Show
Time As check box for every appointment. You can select any of four options: Free,

Tentative, Busy, or Out of Office. Click the Private box if you've published the detailed

version of your Calendar folder on an Exchange Server or the Office Online service and
you want others to see only that you're busy, without being able to view details.

SHARING A CALENDAR ON AN EXCHANGE SERVER

On an Exchange Server, calendar sharing is managed by user account security. To share your
calendar with another person who has an account on the same server, right-click your
Calendar icon in the folder list or at the top of the Navigation pane in the Calendar folder
and choose Change Sharing Permissions. On the Permissions tab of the Calendar
Properties dialog box, click Add to select a name from the Exchange Address Book and then
use the options below to grant permissions, as shown in Figure 11.15.
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You can also use the Share My Calendar link in the Navigation pane to open a sharing
request form. The script in this message allows you to grant access to your Calendar folder,
request access to the recipient’s Calendar folder, and add a descriptive email message at the
same time. Figure 11.16 shows an outgoing request.
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PUBLISHING A CALENDAR USING OFFICE ONLINE

To share your Calendar over the Internet without an Exchange Server, you can use
Microsoft’s Office Online server. To take advantage of this service, you need to first enroll
with a free Windows Live (previously known as Passport) ID. While viewing the contents of
the Calendar folder, click the Publish My Calendar link in the Navigation pane. After log-
ging in with your Windows Live ID, you’ll reach the dialog box shown in Figure 11.17.
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You can adjust any or all of the following settings here:

m Time Span allows you to define which dates are available in your shared calendar. The
default shows up to 60 days into the future.

B Detail defines how much detail is available to other people. The default setting shows
your availability only, as defined in the Show As field. You can change this to Limited
Details, which shows the Subject of each appointment as well as your availability, or Full
Details. Select the Show Time Within My Working Hours check box if you want to
prevent anyone from looking at what you’re doing in your off hours.

m Permissions lets you choose whether to restrict access to invited users or allow anyone
to view your calendar. If you keep the default setting of Restricted Access, permissions
are granted on the basis of the other person’s Windows Live ID.

m Upload Method defines whether your published calendar is continually updated. If
you’re posting a calendar of events for an organization, you might decide to prevent
updates if the list is static and unlikely to change.

SENDING A CALENDAR VIA EMAIL

If you have no desire to mess with servers and simply want to share a calendar with someone
else, send them a copy via email. The major disadvantage of this option is that it doesn’t allow
the recipient to subscribe to regular updates for the calendar. However, you can always send
manual updates, and it’s an excellent way to work with temporary calendar folders for groups.

To prepare a calendar for export in this fashion, open the Calendar folder on the Navigation
pane and click the Send a Calendar Via Email link. This opens a greatly simplified version of
the dialog box used with Office Online. As Figure 11.18 shows, your options are limited.

Figure 11.18 Send a Calendar via E-mail
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The default selection is your Calendar folder. If you’ve created an alternative calendar in a
separate folder, specify it from the Calendar list. Choose a Date Range (the default is today,
but you can choose from a range of predefined dates or set a custom interval), and specify
the level of detail you want to show. Click OK to save the calendar and prepare the accom-
panying email message, which appears as an easy-to-read HT ML-formatted message with
an attached file in iCalendar format, as in the example in Figure 11.19.
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Figure 11.19
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VIEWING SHARED OR PUBLISHED CALENDARS

To open another user’s shared calendar on an Exchange Server, click the Open a Shared

Calendar link in the Calendar Navigation pane. To open a published or emailed calendar for

the first time, use the links included with the accompanying email. After you’ve opened a
shared calendar, its icon appears in the Navigation pane and the calendar details appear
alongside your Calendar folder in the Contents pane, as shown in Figure 11.20.
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You can temporarily hide a calendar by clearing its check box in the Navigation pane. To
compare two or more schedules more easily, overlay the events from multiple calendars in
the same display. You can toggle between overlay and side-by-side modes by clicking the
icon to the left of the name tab in the second calendar. Or use the View in Overlay
Mode/View in Side-by-Side Mode options on the View menu.

USING GROUP SCHEDULES

Outlook 2007 provides easy access to a group schedule window, where you can save settings
for any number of groups and open them by clicking a button. (This feature is compatible
with Outlook 2002 and later.) Create a group schedule when you routinely work with a
committee or team, all of whom have accounts on the same Exchange Server.

From the Calendar window, click the View Group Schedules button (or choose Actions,
View Group Schedules). This opens the Group Schedules dialog box (see Figure 11.21),
which shows groups you’ve already created. You can create a new group or work with an
existing group; to add or remove names from a group, for instance, click the Open button.
You can also remove a group from this window.

Figure 11.21 Group Schedules =A==
ThIS dlaIOg !)OX ThOV(\jIS Group Schedules saved with this Calendar:
groups you ve ailready — — :
Budget Committee 4
created and saved. =

To create a new group, click the New button, enter a name for the group, and click OK. To
add new members to the group, enter their names in the Group Members box and let
AutoComplete suggest the correct name for you; or click the Add Others button to add
from any Address Book or public folder.

Click the Save and Close button to save the settings for the new group you just created.
Outlook updates the Free/Busy information for the people on the list. If you've saved a
shared or published schedule for any person in the group, their information will appear in
the Group Schedule window when you select their email address from the Address Book.

After creating a group, you can use it as the basis of a meeting request or email. Open the
group schedule to see the dialog box shown in Figure 11.22. The list of group members
appears in the column at the left. To the right of each name, you’ll see details about the
other person’s appointments. If you don’t have access to calendar details for another person,
color-coded blocks in the right side of the window show free and busy times on each
attendee’s schedule.
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"

Figure 11.22 ('@ Bucget Commites =)
Group schedules allow
you to see a group of
shared schedules at a
glance. Hover the
mouse pointer over
any block of time to
see more details.

Zoom: | 200% [=|

[ [ Group Members

« I 3
AddOthers w| | Options w| Goto: |Thu 10/12/2006 E‘ Make Meeting w

M Busy 1Z Tentatve W OutofOffice [N No Information [ outside of working hours

Click the Make Meeting button and choose one of the available options to begin planning a
meeting with some or all of the Group Schedule members. In the meeting request form,
click the Scheduling button to see the Meeting Maker page, which allows you to scroll
through all available shared schedules and find a time that works for everyone.

TROUBLESHOOTING

YOU NEED PERMISSION TO RESET THE SYSTEM TIME

After I clicked the Swap Time Zones button, I clicked OK to apply the changes, but an error message
appeared instead. My user account is in the Administrators group. How do I make this change?

It sounds like you're using Windows Vista. A bug in Outlook causes this error message when
you try to change the time zone. Click the clock display at the right side of the taskbar to
display the system clock and then click Change Date and Time Settings, Change Time Zone
to make the change. When you return to the Time Zones dialog box, the Swap Time Zones
button will be grayed out and unavailable, and confusingly will show your old time zone as
the current one.

RESETTING THE FORMATTING OPTIONS

I customized a built-in calendar layout without making a copy first. How do I start over with the
default form?

Choose File, Print, click the Define Styles button, and click the Copy button. Give the lay-
out a descriptive name. Next, select the built-in format from the Print Styles list. Click the
Reset button to return all formatting options to their default settings. This option does not
affect your custom layout.

You NEED IT WHEN?
The due dates of some lusk items changed, even though I never touched the Due Date field.

That’s not a bug; it’s a design decision. Did you change the value in the Start Date box at
any point? If so, Outlook automatically changed the value in the Due Date field by the same
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interval. By design, Outlook assumes that tasks take a fixed amount of time, and delaying the
start date delays the finish as well, even if you know you can meet your original deadline.
Always check the Due Date field—and adjust it if necessary—after you change the Start
Date.

THE CASE OF THE MISSING RSVP
Every time I plan a meeting involving a specific person, 1 fail to receive a response from that person.

Make sure the recipient is receiving your emailed invitations. If there’s a problem with her
email address, the invitations might not be arriving. If she doesn’t use Outlook, you might
need to send the invitations in iCalendar format. Outlook should choose this format auto-
matically; to verify that this option is selected, open the meeting request form and choose
Tools, Send as iCalendar. It’s also possible that the recipient is consistently choosing the
Don’t Send a Response option when acting on meeting invitations. If you can’t break recipi-
ents of this habit, you’ll have to follow up (preferably by phone) and manually update their
status on the Attendee Availability tab of the Meeting item.

SECRETS OF THE OFFICE MASTERS: PUBLISHING A
CALENDAR AS A WEB PAGE

If you don’t have access to an Exchange Server and you don’t want to publish your calendar
information to the Office Online service, you can still give other people access to calendar
information by saving your Outlook Calendar folder in HT'ML format.

This option is especially useful if you maintain an events calendar for an organization.

M Choose File, New, Folder and create a folder that contains Calendar items. Enter details
é@ﬁ ﬁ of the organization’s activities as appointments in this folder, and then publish the con-

tents of the calendar periodically as a web page.

Switch to the Calendar folder and Save as Web Page (7 ==
choose File, Save as Web Page. Duration
Outlook opens the dialog box Strtdte: [SUIO/006  [v] Endcate: [Thuiymoaoos  [v]
shown in Figure 11.23. Options
Indude appointment details
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you want to include details about Calender tite: |Ed Bott |
each appointment from the Notes Flensme:  [Ci\Users\edbott\Documents\ | [oromse.. |
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folder (or Network folder in Windows Vista), you can publish the page directly to the server
by using this technique. The result, as shown in Figure 11.24, is a slick, frame-based page
that lets you click individual dates in the Month view at left and see details in the frame on
the right.
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WHAT YOU NEED TO KNOw ABOUT EMAIL SECURITY

It’s a dangerous world out there. Every time you turn on your computer and connect to the

Internet, you open a door that leads to incredible amounts of information and a wealth of

communication opportunities. Unfortunately, that open door swings both ways, and if you

aren’t constantly vigilant, you may allow hostile intruders to take over your computer, steal
your data, or invade your privacy.

An entire software industry has sprung up to defend Internet users against outside
attackers—antivirus software, personal firewalls, and spam-blocking solutions, for instance.
Outlook 2007 includes an assortment of features that integrate into an overall security
strategy to help defend you against the following threats:

Attachment-borne malware gets the most publicity, especially in mainstream media.
"This broad category includes viruses, worms, Trojan horse programs, and other types of
hostile code that arrive as file attachments and can damage your computer if executed.
Outlook includes severe (some say draconian) restrictions on what you can do with exe-
cutable attachments. In this chapter, we explain how these restrictions work and how a
knowledgeable user can make their impact less severe.

Script-based attacks exploit security flaws in Windows that allow hostile code to be
embedded in a message and automatically executed when the message is opened or pre-
viewed. Outlook protects against all such attacks by blocking execution of any automatic
scripting or ActiveX controls.

Spam, the popular term for unwanted commercial email, isn’t a security threat on its
own. But some types of spam can hoodwink a naive or careless user into visiting a hos-
tile website or responding to a scam. In addition, legitimate messages can get lost in the
clutter of junk mail or swept away by indiscriminate spam-blocking solutions. Outlook
2007 includes a customizable junk mail filter that works extremely well when you con-
figure it properly.

Phishing attacks use email messages to lure recipients to websites that masquerade as
legitimate financial institutions or online shopping destinations. The idea is to repro-
duce the site with enough fidelity to convince the unsuspecting visitor to enter your
login credentials (username and password) or details about a bank account or credit
card. Outlook 2007 includes features designed to identify many common phishing
attacks and render them ineffective.

Web bugs, also known as web beacons, are links to external graphics embedded in
HTML-formatted email messages. Web bugs, which are normally invisible, can contain
tracking codes that allow the message sender to see when a user has opened or pre-
viewed a message, even if the user would prefer to protect his privacy by not disclosing
this information. Outlook 2003 automatically prevents web bugs from functioning by
blocking the retrieval of all external images in email messages unless you specifically
approve.
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In previous Outlook versions, security options were scattered throughout the user interface.
In Outlook 2007, Microsoft has moved all these options to a single location, the Trust
Center. In this chapter, we describe the Outlook-specific functions available in the Trust
Center in more detail.

BLOCKING MALWARE

Viruses and other forms of malware, typically spread through email messages, have garnered
plenty of publicity in recent years, and for good reason. Gone are the days when virus writ-
ers were bored teens looking to vandalize a few computers. Today, distributing malware to
unsuspecting victims is big business for gangs of organized criminals that use the compro-
mised machines to steal identities and drain bank accounts. An attacker who successfully
gains access to your computer can install a keylogger that captures credit card numbers and
logon details and can take over your computer and use it to send out spam and launch
attacks against other computers. Cleaning up after a malware infestation is time-consuming
and often requires technical skills that are beyond those possessed by average users. In the
fight against hostile software, your best strategy is to prevent the bad guys from reaching
your computer in the first place.

An essential line of defense is effective, up-to-date antivirus software. As recent outbreaks
have proved time and again, even the most disciplined and vigilant user can fall prey to new
types of attacks. Office 2007 includes an integrated antivirus interface that allows third-party
software to scan saved files as they’re being opened and to monitor incoming email messages
as they arrive.

To verify that your currently installed antivirus program is working with Office 2007,
choose Tools, Trust Center. Click Programmatic Access and look at the bottom of the
Contents pane. The last line of this display reveals your current antivirus status.

CONTROLLING EXECUTION OF SCRIPTS

Like most modern email programs, Outlook can create and display email messages format-
ted using HT'ML. To accomplish this task, it uses the same program code that Internet
Explorer uses to display web pages. That’s a great way to add fonts, images, and other for-
matting to a message. Security problems arise, though, when email messages contain scripts,
which can attempt to perform hostile actions such as running a program or attacking a
known, unpatched vulnerability in Windows. The problem is especially severe for email
messages because anyone who knows or can guess your email address can send you a mes-
sage containing hostile script.

Outlook 2007 prevents virtually all scripts from being executed by configuring your system
so that email messages are viewed in the Restricted Sites zone, where active scripting is dis-
abled by default and ActiveX controls are also prevented from opening.
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For more information on security zones, see the Microsoft Knowledge Base article
174360, “How to Use Security Zones in Internet Explorer,” which is available at
http://support.microsoft.com/kb/174360.

What should you do when you receive a message from a known trusted source that contains
script or that attempts to execute a file? Don’t adjust Outlook’s security zones to lower your
level of protection; instead, open the message, click Other Actions (in the Actions group on
the Message tab), and choose View in Browser. This option displays a warning dialog box
like the one shown in Figure 12.1. After you click OK, the message opens in Internet
Explorer, where active content, such as scripts, follows the generally more permissive rules
for the Internet zone.

Figure 12.1 [ Microsoft Office Outlook =
You can use your web A If you open this message in your browser, the

: / l'.s security settings will be different from those in
brOV\-Iser to dlspla_y an ~ Outlock, and dangerous content may not be
email message with blocked. Do you want to continue?
aCtiVe COI'.]tent that [F] Please do not show me this dialog again
doesn't display properly
in Outlook, but only if [ x| [ concdl
you're certain it's safe.

RESTRICTING ACCESS TO THE OUTLOOK ADDRESS BOOK

The Office object model allows scripts, macros, and external programs to access functions
within Office programs. That’s tremendously convenient when you use, for example, a third-
party fax program or handheld computer that wants to share phone numbers and email
addresses stored in the Outlook Address Book. It’s also a potentially huge security risk; a virus
that can access your Address Book can spread itself far and wide without your knowledge.

Beginning with Outlook 2003, Microsoft’s developers have progressively tightened the rules
that dictate whether, when, and how third-party programs can access your Address Book or
Contacts list or send messages on your behalf. For programs that don’t use the correct pro-
cedures, the default settings require your explicit permission before allowing access to
address information.

If an external program that wasn’t specifically written to work with Outlook 2007 attempts to
access your Outlook Address Book, you see a warning dialog box. You can allow access just
for this instance, or you can select the Allow Access For check box and choose an amount of
time (up to 10 minutes). If you don’t want the program to access your Address Book, click
No. Your decision remains in force until you close and restart the program.

Outlook add-ins that you install can access the Outlook Address Book without permission
if they use proper techniques. If you have an older Outlook add-in that's giving you
problems when you try to import addresses, check with the software developer and see
if a newer, Office 2007-compatible version is available.


http://support.microsoft.com/kb/174360

BLOCKING MALWARE | 3N

CONFIGURING ATTACHMENT OPTIONS

Outlook 2007 is ruthless with file attachments. With some file types, in fact, it simply
refuses to allow you to access attachments at all. This is not a bug; it’s a controversial secu-
rity feature designed to protect users from possibly dangerous attachments.

Every time you receive an email message with an attached file, Outlook checks the file
extension for that attachment, using a list of more than 70 filename extensions on its black-
list. If the extension is on that list, Outlook may force you to save the file before opening it,
or it may forbid you to access the attachment in any way.

The attachment security list divides potentially dangerous files into two levels. So-called
Level 1 files—executable files, shortcuts, scripts, Access databases, and other objects that can
conceivably carry viruses or other harmful content—are considered the most dangerous.
When Outlook finds a Level 1 file, it displays a banner in the Info pane that tells you it has
blocked access to a file; the message includes the full name of the attached file. (To see a full
list of the blocked attachment types, search the Help files for the topic, “Attachment File
Types Blocked by Outlook.”)

If you have an account on an Exchange Server, your administrator can change any Level 1
file type to a Level 2 file type. (There are no Level 2 files by default.) In that case, when
Outlook detects that file type, it forces you to save the file to your hard disk, where, presum-
ably, it will be scanned for known viruses using the antivirus software you have installed.

You do have antivirus software installed, right? It has been updated recently, hasn't it? Do
éQ , M yourself a favor—if you don't have an up-to-date antivirus program installed, download
& one now (we'll wait right here) and protect yourself. Windows users have dozens of
choices in antivirus software, including some that are absolutely free. For an excellent list
of available alternatives and links to useful information, look through the list of certified
products at the ICSA Labs Anti-Virus Community (go to http://www.icsalabs.com
and dlick the link to the Antivirus section). If you have installed antivirus software, make

sure you keep its definition files up to date so you're not bitten by fast-spreading new
viruses.

Although Exchange administrators can customize this behavior, Outlook users can’t easily
tweak these settings using the Outlook interface. However, it is possible to change this
behavior by editing the Registry. Look for this key:

HKEY_CURRENT_USER\Software\Microsoft\Office\12.0\0utlook\Security

If the key does not exist, create it by right-clicking Outlook in the left-hand tree pane and
choosing New, Key. With the Security key selected, add a new string value, name it
Level1Remove, and fill in its value using a list of file extensions, separated by semicolons.
Entering url, for instance, changes this extension to a Level 2 file type, which allows you to
send and receive Internet shortcuts through Outlook. After making the Registry change,
restart Outlook to make your changes take effect.


http://www.icsalabs.com
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You don't need to hack the Registry to fix this Outlook annoyance. Outlook MVP Ken
Slovak has written a free add-in program that adds a new tab to the Tools, Options dia-

é@(’- M log box. You can pick and choose file extensions that are included or excluded from the
Level 1 category or click one button that tells Outlook that you want to be able to make
your own decisions about all file attachments. The latest version of Ken's program is fully

compatible with Outlook 2007 and is available from:
http://www.slovaktech.com/attachmentoptions.htm.

When you add a file type to the Level 2 list, you can’t launch an attachment of that type
directly from an email message. When you double-click the attachment icon in the mail
message, Outlook displays the stern Attachment Security Warning dialog box shown in
Figure 12.2 and prompts you to save the file.

Figure 12.2 Attachment Security Warning R
Potentially dangerous s
attaChmentS cannot be @ This file may contain a virus that can be harmful to your
opened d"-ecuy from computer. You must save this file to disk before it can be
. opened, Itis important to be VERY certain that this file is
an email message. safe before you open it.
Filename: wose and capadty of Outlock storage fadiities.url
Type: [INER] [17te???t 222r7207 111 ]
[save to Disk... | [ cancel

Attachments that Outlook deems safe (including Word documents, Excel workbooks, and
Zip files) appear in the Preview pane and in message windows, where Outlook displays an
icon and filename for each attached file. These details appear in the Attachments line, just
below the Subject. You can drag and drop attachments into Windows Explorer or onto the
desktop. You can also right-click any icon and use shortcut menus to open, print, save, or
remove that attachment. To quickly save an attached file in an open Explorer window, for
instance, right-click the attachment icon and choose Copy. Then right-click in the Explorer
window and choose Paste. The same technique works for copying attachments between
email messages.

Want to work around these restrictions? Get in the habit of using Zip compression on all

M attachments. Outlook waves Zip files right through, without stopping, without checking
é@ﬁ ﬁ the archive file's contents. Presumably any user who's smart enough to use a Zip utility

will also be responsible enough to have antivirus software. If you find your attachments
are still being blocked, you'll need to talk to email administrators (possibly on both sides
of the transfer) to see how to work around the issue.

If you receive a message that contains one of the banned attachment types and you’re unable
to open it using Outlook, don’t despair. The attachment is still within the message. Outlook’s
restrictions block access to it without actually removing it. Edit the Registry to change the file
type to Level 2 (or use Ken Slovak’s Attachment Options utility), as described earlier in this
chapter, and you’ll be able to save the attachment.
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For attachments whose file types are not on the blocked list, preview capabilities are avail-
able. In the case of a Word document or Excel workbook, for example, you can click a
Preview button to open the attached file in Outlook’s Preview pane instead of having to
open a separate program. This convenient feature also represents a potential security risk; if
an attacker is able to exploit a flaw in one of those previewers to execute script or hostile
code, your computer could be compromised by merely previewing a document.

If you’re concerned about this risk, you can disable specific previewers or turn off this fea-
ture completely. To do so, click Tools, Trust Center, and then click the Attachment
Handling tab. In the Attachment Handling dialog box (see Figure 12.3), select the Turn Off
Attachment Preview check box to disable the feature entirely, or click Attachment and
Document Previewers to selectively disable some file types. In this example, we’ve cleared
the check box that allows media files to preview within Outlook.

Figure 12.3 Trust Center e
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File Previewing Options
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STOPPING SPAM AND OTHER UNWANTED EMAIL

What was once a trickle of junk mail has now become a flood. According to Postini, Inc., a
well-known maker of antispam software, nearly 88% of all email messages sent and received
in 2005 were unsolicited commercial email, better known as spam. That’s up from roughly
half in 2003 and a mere 8% in 2001.

How do you keep junk email from overwhelming legitimate incoming messages? The best
strategy, as with most security problems, is a multilayered approach. If you control the
server through which your email passes, you can install sophisticated filtering software that
will bounce unwanted email before it has a chance to be downloaded into your Inbox. For
those who have accounts hosted by an Internet service provider or a web-based service,
server-side solutions vary in terms of quality and configurability. For everything that slips
past the server, it’s crucial to filter junk mail as it arrives.
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Outlook 2007 uses a refined version of the junk email filter that debuted in Outlook 2003. It
can be remarkably effective and has the capability to be updated as new techniques and tech-
nology become available.

The junk mail filter in Outlook 2007 examines every piece of email as it arrives, looking at the
content of the message, when it was sent, and other factors to determine whether it is likely to

be junk.

NOTE
The precise techniques that Outlook uses to identify junk mail are classified as a trade

secret and are very closely guarded. In the constant battle between spammers and spam
busters, Microsoft believes that concealing exactly how its filters work gives them an
edge over the bad guys. Many security professionals disagree with this approach (some-
times known as “security through obscurity”), but there’s no indication that Microsoft
plans to budge on its insistence with secrecy.

When Outlook identifies a message as junk, it moves the message to the Junk E-mail folder,
disables all links and file attachments, and converts its display to plain text. With any mes-
sage that has been identified as junk email (including suspected phishing messages), Outlook
adds a banner (similar to the one shown in Figure 12.4) that identifies the blocked features.
Click the banner to move the message back to the Inbox or to enable specific functionality.
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FINE-TUNING OUTLOOK'S JUNK MAIL FILTER

By default, Outlook’s junk mail filters are enabled and set to catch only obvious junk mail
and shunt it into a Junk E-mail folder. You can adjust these settings to make the filters more
restrictive. In doing so, you need to balance your desire to be protected from spam against
the risk that legitimate messages will be caught up in the filters. To change the default
settings, choose Tools, Options, and click the Junk E-mail button on the Preferences tab.
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The Junk E-mail Options dialog box, shown in Figure 12.5, lets you choose your spam-
busting strategy.

Figure 12.5 Junk E-mail Options 9
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The Junk E-mail filters are reasonably effective at the default Low setting, with little risk of
false positives. As a result, the only reason to select No Protection is if you rely heavily on
your own filters or on third-party spam-catching software.

At the High setting, Outlook catches nearly all junk mail (in our tests, the success rate is
well over 95%). This setting also inevitably captures some legitimate messages. If you
choose the High setting, you’ll need to monitor the Junk E-mail folder carefully at first and
set up lists of safe senders and recipients, as we’ll explain shortly.

The strictest antispam setting is the Safe Lists Only option. In this configuration, the Junk
E-mail filters assume that all email is junk unless you've specifically designated the sender
(or recipient) as safe. This option is most useful when you have a serious spam problem and
virtually all of your legitimate messages are from people you already know.

The check box just below the list of filtering levels on the Junk E-mail Options dialog box
allows you to choose whether you want Outlook to permanently delete any messages it
identifies as junk email. For most accounts, this option is unacceptable because it gives you
no chance to identify false positives and deal with them.

Deleting suspected junk email automatically is a bad strategy if you receive any impor-
tant news via email. Banks, Internet service providers, and other businesses occasionally
merge or are acquired, and sometimes companies change email domains for no appar-
ent reason. If an important contact changes the details it uses for sending email to you,
you'll have no way of knowing if its change-of-address notices are automatically deleted
as junk.
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If you choose one of the more aggressive spam-fighting options, you will almost certainly
need to do some fine-tuning to weed out false positives and to block junk senders who sneak
through the filters. Initially, Outlook warns you each time it moves a message to the Junk E-
mail folder. Click the check box to tell Outlook to stop displaying these warning messages.

BLOCKING POTENTIAL PHISHING MESSAGES

The two check boxes at the bottom of this dialog box are new in Outlook 2007 and are
intended to block phishing attacks. The first disables all links and other functionality such as
forms in suspected phishing messages, even if they’re not flagged as junk email. The second
warns about suspicious domain names, which are often used by would-be phishers to imper-
sonate a legitimate site.

FINE-TUNING THE FILTERS

To fine-tune the filters, you need to manage a group of lists, arranged in a series of tabs on
the Junk E-mail Options dialog box:

m The Safe Senders list includes email addresses that you want Outlook to always
recognize as legitimate email. This list can include individual email addresses
(someone@example.com) or entire domains (@example.com). Figure 12.6 shows a typical
Safe Senders list. Note that the Always Trust E-mail from My Contacts check box at the
bottom of the dialog box is selected; with this option enabled, every address in your
Contacts folder is considered “safe.” In addition, you can choose to automatically add
the addresses of any outgoing message you create to this list.

Figure 12.6
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m The Safe Recipients list works almost the same as the Safe Senders list. Add names to
this list to identify mailing lists and other messages that you want to receive, even
though they are not addressed specifically to you. For instance, if you are a member of
the Ferret Fanciers of West Wenatchee mailing list, you might add the group alias,
ferret-fanciers@example.com, to your Safe Recipients list. Regardless of who sends a mes-
sage to the list, you can be sure it will arrive in your Inbox.

m Blocked Senders are individuals or domains that you want Outlook to identify as junk
mail, no matter how legitimate the content may seem to be. This option is especially
useful for filtering out junk from direct email marketers that refuse to acknowledge your
unsubscribe requests.

m The International tab allows you to block messages from top-level domains or messages
that arrive with specific encoding. Most people will never need to use these options; con-
sider adjusting settings here if you begin receiving a flood of email from addresses tied to
a specific domain, such as a country (.ru or .cx) or an alternative registry like . info.
The Encodings List lets you define as junk any messages encoded in a language that you
don’t read (Japanese or Korean, for example, if you’re a native speaker of U.S. English).

g“"'“‘*uz Is Outlook blocking a domain that you've added to your Safe Senders or Safe Recipients list?
_\ ¥ See “What’s in a Domain Name?” in the “Troubleshooting” section at the end of this chapter.

You can add addresses and domains to any of these three lists manually by opening the Junk
E-mail Options dialog box, selecting the appropriate tab, and clicking the Add button. It’s
much easier, though, to build this list by example. If a piece of spam lands in your Inbox from
an address that isn’t forged, right-click the message, choose Junk E-mail, and click Add
Sender to Blocked Senders List. If you open the message, the process is simpler—click the
Block Sender button on the Message tab. When you see a legitimate message that has been
mistakenly moved to the Junk E-mail folder, click the Not Junk button (on the Standard tool-
bar in the Mail folder, or on the Message tab in a message window), right-click the message,
and choose Junk E-mail, Mark as Not Junk. Outlook gives you the opportunity to identify
the sender or recipient as a trusted address. For messages in other folders, right-click and
choose Junk Mail; then select Add Sender to Safe Senders List, Add Sender’s Domain to Safe
Senders List, or Add Recipient to Safe Recipients List from the shortcut menu.

Over time, your lists of Blocked Senders, Safe Senders, and Safe Recipients become an

, M indispensable part of your Outlook configuration. We recommend backing up both lists
o« to a safe location every so often. Open the Junk E-mail Options dialog box, click the
Export button, specify a filename, and click OK.

Here are a few details you need to know about Outlook’s Junk E-mail filters:

m Unlike in previous Outlook versions, junk email filtering works with most types of
email accounts, including POP3 and IMAP accounts, HT'TP accounts from Windows
Live Mail, and Exchange Server accounts working in Cached Exchange mode. Your
rules are saved on the server when you connect to Exchange Server, allowing the server
to filter out unwanted messages before they get to you.
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m Filters work only after the message body is fully downloaded. If you’ve configured an
IMAP or POP3 account to download headers only, junk email headers will show up in
your Inbox first and will be filtered after you mark items for downloading and then
retrieve the body. For many spam messages, this gives you an opportunity to mark obvi-
ous spam for deletion before it ever arrives.

B Junk E-mail filters are processed independently of rules. If you set up a rule that moves
messages containing a word or phrase to a folder and you receive an email message con-
taining that phrase that Outlook identifies as spam, you’ll end up with two copies of the
message—one in the Junk E-mail folder, another in the folder designated by your rule.

USING FILTERS WITH SEARCH FOLDERS

If you’ve grown accustomed to using rules to process incoming mails, you may be distressed
to find that your old strategies don’t mesh well with Outlook’s new Junk E-mail filters. We
know one longtime Outlook user who receives email from prospects, clients, and customers
using more than a half-dozen email accounts. Formerly, he used rules to sort mail from each
account into its own folder. This strategy clashes with the Junk E-mail filters in Outlook
2003 and 2007, however. Outlook was identifying hundreds of spam messages and moving
them to the Junk E-mail folder. Unfortunately, the rules were moving copies of the incom-
ing messages, including the suspected spam, to the folders listed in his rules!

The solution was to get rid of the old rules and take advantage of Search Folders. Instead of
creating a rule to move email from each account into its own folder, he created a Search
Folder for each account. Here’s how you can use the same technique:

1. Make a note of the exact names of each email account you use (as listed in the E-mail
Accounts dialog box or on the Send/Receive list), and then select the Inbox and choose
Tools, Instant Search, Advanced Find.

2. Click the Advanced tab.

3. Click the Field button and select All Mail Fields, E-mail Account from the drop-down
list.

4. Change Condition to is (exactly). Fill in the exact name of the first email account in
the Value box and then click Add to List.

5. Click Find Now to run the search. After verifying that the results are as expected,
choose File, Save Search as Search Folder. Give it a descriptive name and click OK.

Repeat the preceding steps for all your other email accounts. When you’re finished, you’ll
have a collection of Search Folders, one for each email account. From now on, new mes-
sages come into the Inbox, as usual, and Outlook’s Junk E-mail filters eliminate the spam.
The Search Folders do the work of “sorting” the messages into virtual folders, one for each
account. You can also view the contents of all messages in the Inbox by choosing View,
Arrange By, E-mail Account.
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USING EMAIL RULES TO BLOCK JUNK EMAIL

Spammers are sneaky and most are persistent enough to figure out how to worm their way
past even the most sophisticated filters eventually. As a result, trying to fight spam by con-
structing your own set of rules is a losing battle. Here are just a few of the obstacles you face:

m If you try to identify words or phrases commonly used in spam, you’ll be foiled by the
creative misspellings and unique turns of phrase that junk senders use.

m Want to block individual senders? It’s a losing battle, because most spammers use forged
headers and return addresses. Even with a list of 50,000 “known spammers,” most junk
mail would get through.

m Blocking domains belonging to known spammers will cut out only a fraction of the junk
email. Semilegitimate spammers who send torrents of email using their real domain
name (a minority among spammers, sadly) are notorious for changing domains often.

The biggest obstacle to using email rules to fight spam is the ironclad limit that Outlook
imposes on custom mail-handling rules. Your list of active rules can be no larger than 32KB
in size. In practice, that means you can have somewhere between 30 and 70 email rules.
That sounds like a lot, but if you’re trying to build a spam-filtering system, it’s just a start.

USING THIRD-PARTY SPAM-BLOCKING TOOLS

In just the past few years, a thriving industry has grown up around software designed to
eliminate spam. The number of choices is dizzying, although most use one of a small hand-
ful of technologies. The most effective spam-fighting software uses Bayesian analysis, which
relies on the users of the software to forward spam to a central database. The software
“trains” itself by examining the messages and formulating rules based on their content.

Most third-party spam-filtering solutions communicate directly with your email server and
then feed their output into Outlook. If you decide to experiment with one of these pro-
grams, you should disable Outlook’s Junk E-mail filters.

PROTECTING YOUR PRIVACY

Everyone who markets products and services—legitimate or otherwise—via email wonders
the same thing: Are my messages actually being opened and read? To answer that question,
some enterprising marketers devised the web bug. In its sneakiest form, a web bug is an
image file that consists of a single clear pixel and is literally invisible on the HTML-format-
ted page. Using standard mail merge techniques, the sender composes an HTMUL-based
email message and attaches a unique identifier (a serial number, perhaps, or your email
address) to the link that retrieves the web bug. When you open or preview the message,
your email client connects to the server and downloads the image. By exporting the server
logs into a database and cross-referencing the tags for each web bug with account details,
the sender can determine that you opened the message he sent. He now knows that your
email address is valid, and that you aren’t blocking his address, and he’s emboldened to send
you more messages. The result is more junk in your Inbox.



320 | CHAPTER 12 OUTLOOK SECURITY AND PRIVACY

By default, Outlook 2007 blocks all external content from being retrieved when you open or
preview an HTML email message, even for messages that are not identified as junk email.
The effect can be disconcerting at first, because every image that would normally appear in
the message is replaced with a message box containing a red X, an explanation from
Microsoft, and the alternative text associated with the image (which normally appears in the
ScreenTip for the image). Figure 12.7 shows a message in which images have been blocked.

Figure 12.7
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Outlook blocks external links to sound files as well as images, so you don't have to worry
that an unsolicited message will begin playing music when you open it.

If you know that the message is one you don’t want to see, just delete it. If, on the other
hand, you’re confident that the sender is trustworthy and the content is acceptable, right-
click any image (or click the info bar at the top of the message window) and choose one of
the options in the shortcut menu shown in Figure 12.8.

Choose Download Pictures to see the full contents of the current message. This is a one-
time operation. The next time you receive a message from this sender, its content will again

be blocked.

Click either of the bottom two choices on the menu to add the sender or the sender’s
domain to your Safe Sender list. This action causes Outlook to download all external con-
tent for the current message and tells Outlook that you want to download external content
for any future messages from that sender or that domain.



Figure 12.8
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When you choose to download external content for a message, Outlook downloads all
external content. You can't click a single blocked item and choose to download only that
image. Also, if you click any blocked image that is associated with a hyperlink, Outlook
activates the link and takes you to that external site.

Finally, click Change Automatic Download Settings to adjust the options Outlook uses for
all HTML messages that contain external content. (This dialog box is also available when
you choose Tools, Trust Center, and click the Automatic Download tab.) In the Automatic
Picture Download Settings dialog box (see Figure 12.9), you can allow all external content
to get through by clearing the check box at the top.

Even if you’re not concerned about the privacy effects of Web bugs, disabling external con-
tent has one salutary effect that makes it well worthwhile: It prevents spammers from
assaulting your senses with images that try to lure you to adult-oriented sites. Displaying
graphic images in pornographic spam can be shocking, and in a business setting they can
actually constitute grounds for a lawsuit or termination. When image blocking is enabled,
the only images you’ll see are those that are embedded in the message itself.

If some offensive images are sneaking into spam messages you receive, see “Outlook Doesn't
Block Embedded Images” in the “Troubleshooting” section at the end of this chapter.
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Figure 12.9
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DiSABLING HTML-BASED EMAIL

If you’re concerned about the risks of viruses and other problems that can be spread by
HTML-based email, one radical solution is to strip all graphics out of HI'ML-based email
messages and read them as plain text. For highly security-conscious Outlook users who want
nothing to do with HTML content of any sort, this option is welcome.

To use this configuration, choose Tools, Trust Center, click the E-mail Security link in the
left pane, and select the Read All Standard Mail in Plain Text check box, as shown in Figure
12.10. (This option allows digitally signed messages, which are presumably from trusted
senders, to be displayed with all formatting.)

Figure 12.10
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When you view an HT'ML message in this fashion, Outlook does not download any external
content. Instead, all images and hyperlinks are converted to text-based links within angle
brackets. Colors, fonts, tables, lines, and other formatting are also ignored, and the text of
the message is displayed in the default plain-text font—10-point Courier New, unless you
changed this setting. Any scripts or ActiveX controls are also ignored. Figure 12.11 shows an
HTML message that has been converted to plain text.
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Hello Edward. Welcome to your weekly TicketAlert!
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Tuesday, October 10, 2006

Compare that Spartan display to the properly formatted version of the same message, as
shown in Figure 12.12.
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TROUBLESHOOTING

WHAT'S IN A DOMAIN NAME?

1 added a domain to my Safe Senders list, but some messages coming from that domain are still being
blocked. What's wrong?

As you can see when you examine the Safe Senders and Blocked Senders list, Outlook con-
siders a domain to be everything after the @ sign. In your case, it’s likely that the sender is
using subdomains, such as marketing.example.com and travel.example.com. Look at the sender’s
address carefully and you should be able to see the full domain. Add each subdomain to your
Safe Senders list and your filters will work properly again.

OuTLOOK DOESN'T BLOCK EMBEDDED IMAGES

1 can see offensive images in an Outlook message I received recently, even though I have image block-
ing enabled and the sender is not on my Safe Senders list. Other messages display the red X that indi-
cates a blocked image. What's the problem with this message?

The most likely answer is that the sender has embedded the image directly into the message,
using MIME encoding. Because the image is not being downloaded from an external server,
Outlook doesn’t block it. The good news is that this sort of image doesn’t represent a threat
to your privacy. The bad news is there’s no truly effective way to prevent these images from
displaying. If you’re plagued by a particular sender, you may be able to block that sender or
create a rule that identifies messages based on the message header.

SECRETS OF THE OFFICE MASTERS: TRACKING DOWN
THE SOURCE OF SPAM

These days, spam comes from every part of the globe. As often as not, the details you see
when you open the message are forged. It’s trivially easy to fake a return address—you can
enter any name and address you want, and every link in the chain of email servers that leads
to your computer will dutifully maintain the fiction that your email message comes from
that name and address. (The same is true, for that matter, of most modern viruses, which
forge the return address to divert attention from the computer that’s the actual source of the
infection.)

The only way to track down the true source of an email message is to look at the message
beaders. These are the technical details at the top of the message, normally hidden from
view, that document the path a message takes over the Internet. Although some parts of a
message header can be forged, the crucial details that show which servers it passed through
before reaching your mailbox are usually accurate. And if you learn how to decode a message
header, you can often trace a message back to its source.
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To view the complete headers for a message in Outlook 2007, follow these steps:

1. Double-click the message to open it in its own window.

2. Click the small box in the lower-right corner of the label for the Options group to open
the Message Options dialog box for the selected message (see Figure 12.13).

3. Scroll through the Internet Headers box to see the full headers for the message.

Figure 12.13 Message Options B
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[ cme ]

The most important block of information appears near the top, in a block starting with the
word Received. These headers are automatically inserted by each SM'TP server in the chain
that led to your computer. Most mail servers add enough information for you to identify the
chain of servers through which the message passed. The entry at the top of the list shows
the final transfer and should include the name of your mail server. One entry in the
Received block should show the IP address of the sender, although a crafty spammer may

try to disguise some of this information.

Armed with this detail, you can use a site like http://samspade.org to identify the network
that the spam came from originally. If the problem is persistent, a complaint to the adminis-
trator of that network may be in order.

When sending a spam-related complaint, be sure to include the full message, including

all headers. To copy the details text to the Clipboard, right-click any portion of the Details
window and choose Select All; then right-click again and choose Copy. This allows you to
paste the full header and the unedited text of the message into an email message or another
window.


http://samspade.org
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WHAT's NEw IN WORD 2007?

Odds are good that when you picked up this book, you turned right to this chapter.
Although applications like Excel and PowerPoint have a large user base in the working
world and student world, Word is the most widely used application of the suite and hence,
the most popular.

The first MS-DOS version of Word was released in 1983 (more than 20 years ago) and since
that time it has evolved substantially. In 1989, Word for Windows was released and subse-
quent versions were to follow, each release being more impressive and useful. There are
some, however, who believe that the overall pattern of useful changes reached a peak in
Word 2000. “What more could be changed?” and “Why should I pay for additional func-
tionality I don’t need?” have been the usual complaints over the past few years. Indeed,
“What’s New in Word 2007” becomes more of a question than a statement in the mind of
the software consumer.

The answer? Everything—and for the better. After a first look at the interface with the new
Ribbon toolbar design, the sleek design, and certainly the detailed eye-candy icons, you can’t
help but say, “Oh! Well, this is pretty awesome,” or whichever words better suit your per-
sonality. Word 2007 has become the Ferrari of the word processing world. You are going to
love it, even though it requires some time to adjust to the new layout. This chapter and the
ones to follow will assist you in getting you in the driver’s seat.

For Word 2003 users, Microsoft has provided an excellent tool to help you find your way
in Word 2007 more easily. In the upper-right corner of Word 2007 is a blue circle with a

é@ﬁ M question mark. This is Word Help (or you can simply press F1). In your search box, type
"Interactive: Word 2003 to Word 2007 command reference guide". This
guide will cover the more popular commands from Word 2003 to 2007 in a dynamic

Flash interface (which requires that you have version 7 or later of the Macromedia Flash
Player).

At its core, Word 2007 retains the same basic structure and toolset that allows you to format
text, design impressive documentation, collaborate on projects and so forth. But by enhanc-
ing the way we work, through the use of the Ribbon, now the more commonly used com-
mands are brought right to the forefront in a set of tabs, so you no longer need to spend an
excessive amount of time searching for them. (Now if only we could get our keyboards
changed to Dvorak from Qwerty, we would really be moving.)

Figure 13.1 shows most of Word’s new interface elements.
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Here’s a list of some of the enhanced features of Word 2007:

Ribbon tabs—Menus? Gone. Toolbars? Gone (mostly). For the core programs in the
Office family, you now interact with the program using the Ribbon. For example, Word
2007 has tabs for writing, inserting, page layout, working with references, mailings, and
document review.

Contextual tabs—There are definitely times when we don’t need to see a particular tab
and other times when we do. For example, it’s not until you actually create a table that
the Design tabs show up to allow you to change the formatting for that table. This leaves
your workspace less cluttered and gives you the tools you need, when you need them.

Gallery options—Now you can see how a formatting choice will impact your docu-
ments before even applying it. Galleries give you the capability to see preconfigured
views of formatting changes. The Galleries are preconfigured for style changes, table
formatting, lists, graphics, and so on. And you can configure your own formatting
options to add to the galleries.

Live views—One of the cooler features in Word 2007 is the capability to dynamically
see formatting changes to your text when you move your pointer over different format-
ting choices in your ribbons. This is a great time-saver because you already know that
you like a look before you choose it.

Quick Access Toolbar—We said the toolbars were gone but Microsoft realizes that
there are times when we need to customize the way we work and have access to specific
tools at all times, regardless of the ribbon we are working on. The Quick Access
Toolbar allows you to add commands that are either on your Ribbon tabs, but you sim-
ply want them available at all times off the toolbar, or are not available because they
aren’t popular commands to choose. You can customize your Quick Access Toolbar by
adding these buttons.
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m Additional new features—Word 2007 includes an impressive list of updates that will
be covered throughout these five chapters, including the following: Quick Styles, ,docu-
ment themes, the spelling checker, enhancements including dictionaries, grammar, and
translation support changes, document revisions and collaborating features including
metadata removal, digital signature support, the capability to save files in PDF or XPS
formats, and a host of other new features.

It’s nice to talk about all the changes, but let’s get into the real inner workings of Word
2007, starting with the View—and we don’t mean that ever popular talk show with Barbara
Walters.

CHOOSING THE RIGHT DOCUMENT VIEW

Working styles vary from person to person and the way we choose to view our documents
while we work on them is no different. Different document views have their own advan-
tages. Most advanced Word users will find themselves switching views as they work on doc-
uments, particularly more complex documents, depending on what they’re trying to
accomplish.

USING BuILT-IN VIEWS

The five main document views in Word 2007 are Print Layout, Full Screen Reading, Web
Layout, Outline, and Draft.

It would be good to note that users who formerly used the Normal view in their docu-
ments will find the same functionality under the Draft view, which will be discussed
shortly. In addition, the Reading Layout view has been redesigned as the Full Screen
Reading view.

Select a document view by clicking the View tab and note the Document Views grouping on

the left side of the ribbon.

In the status bar, visible at the bottom of the document window, you'll see icons for each

of the five main views in the right side of the status bar. You can choose to remove these
é@(’- /Jﬁ from the status bar by right-clicking the status bar and deselecting the View Shortcuts

option.

PRINT LAYOUT

Print Layout view (see Figure 13.2) shows the document precisely as it will be printed, with
page breaks, headers and footers, and pictures arranged correctly onscreen. (In previous
Office versions, this view was called Page Layout view.)
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Unless they specifically need one of the tools available in the other views, many advanced
Word users work in Print Layout view because there are no surprises. The rendition on the

screen closely mimics what will appear on paper.

FULL-SCREEN READING

Word 2007 brings forward this view, formerly known as Reading Layout, which was intro-
duced in Word 2003. This view was specifically designed to make documents more legible
onscreen. In Full Screen Reading view, Word uses the same fonts as in the original docu-
ment; however, the display uses ClearType technology to make text easier on the eyes, and
you can easily increase or decrease the size of the fonts without changing the formatting of
the document itself. Unlike the Web and Print Layout views, which are designed to display
pages exactly as the designer intended them to be viewed (in a browser or on paper), pages
in Full Screen Reading view are rearranged to fit well on the screen, as shown in Figure
13.3. What you see, in other words, is not at all what you’d get on paper.

NOTE

Constantia.

One of the reasons for the overall improvement of document reading in Word 2007 is
that the default font for the entire Office suite has been changed from Times New Roman
to a new ClearType font called Calibri. ClearType provides a crisper display on modern
monitors. There are six new fonts being used by Microsoft to take advantage of the
ClearType technology, including Calibri, Cambria, Consolas, Candara, Corbel, and

"To change to Full Screen Reading view, you can select the option from the View ribbon tab
with the Document Views grouping. You can also select it from your status bar at the bot-
tom of the document window. Within Full Screen Reading view, you can show the
Document Map and the Thumbnails pane (both of which are described in the next section).
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When you are in Full Screen Reading, the ribbon tabs are hidden to maximize your viewing
area. Toward the top of the view are the View Options (shown in greater detail in Figure
13.4), where you can make some necessary adjustments to the view.

Figure 13.3 FETE | | 4 Sereon12ot3 - b | |24 view Ogtians % Clase
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Let’s consider the options available:

m Don’t Open Attachments in Full Screen—The default configuration for documents
that come from email or a SharePoint site is to open Full Screen. You can select this
option to turn this off. However, email will open in Full Screen Reading view. To stop
that from occurring, see the tip below.

® Increase/Decrease Text Size—Remember, altering the size of the text in Full Screen
Reading view doesn’t affect the text in the document itself. It only makes it easier to
read.

m Show One/Two Pages—Logically, again, this will assist you in reading. Some want the
center of their screen to hold the page they are reading, others may prefer for it to look
more like a book with two pages to view.

m Show Printed Page—Shows the pages as they would really look in Print. In this case,
you aren’t taking advantage of the capability to see text more easily for reading, but
maybe that’s not what you need. Perhaps you just want a simple way to read through a
document but want to see it as it will print.

B Margin Settings—These aren’t the literal margin settings for the document. These set-
tings are solely for the reading view.

m Allow Typing—Ordinarily within the reader you don’t have the capability to type and
edit the documents. With this setting you can allow the capability to edit as you read.

m Track Changes—Will allow you to track changes, change tracking options, and change
the username.

® Show Comments and Changes—Allows you to select what type of markups to show
while you review the document. You can determine if you want to see Comments, Ink,
Insertions and Deletions, and so on. In addition, you can determine which reviewers
you want to see.

m Show Original/Final Document—Allows you to view either the original or final docu-
ment, with or without the changes applied.

On the left side, at the top, you can use the shortcut toolbar to Save or Print your file. You
can select the Tools option, which allows the following resources:

m Research—Look up words in a variety of resources while you are working.

m Translation Screen Tip—Allows you to select another language (especially Spanish)
and then when you hold your cursor over a word, it will translate that word for you.

m Text Highlight Color—You can select your Highlighter tool and alter the color
choices to mark up the document (note that these highlights stay with the document

when you leave Full Screen Reader view). This option also exists on the shortcut tool-
bar.

® New Comment—You can add comments to the document. This option also exists on
the shortcut toolbar.

m Find—Search for text within the document while you work in Reader view.
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Moving from page to page is simple using the up and down arrow keys or the right and left
arrow keys to navigate through your documents. In addition, as you move your cursor
toward one side or another, it turns into a hand that will allow you to turn the pages with a
click of your mouse. Finally, at the bottom of the pages are arrows that you can select to
move from page to page. To exit Full Screen Reading view, click the Close button on the top
right of the document.

When you open a Word document you received as an attachment to an Outlook email

message, Word automatically opens it in Full Screen Reading view. This is to allow you to
é@ﬁ /dﬁ get the maximum amount of screen space to view the document comfortably. To change

this default setting, select your Office button (the big circle in the top-left corner of your
screen—don't worry, you'll get used to the new vocabulary) and go to the Word Options.
Under the Popular selection is a setting selected by default, titled Open Email
Attachments in Full Screen Reading View. If you deselect this option, the attachments will
open in Print Layout view.

WEB LAYOUT VIEW

Of course, if you aren’t going to put the document on paper, but instead intend to publish
on the Web, it’s important to see how the document will look when viewed as an HTML
file. That’s where Web Layout view comes in.

In Web Layout view, Word wraps text to fit the window, shows backgrounds, and places
graphics on the screen the same way they would appear in a browser.

If you want to see how the document will appear in your default web browser—after all,
each browser shows pages differently—this requires some changes to your Word

é@ﬁ M Options. In Word 2003, you could choose Web Page Preview from the File menu. But
now you have to select your Office button, go to your Word Options, and then to
Customize. Under the drop-down box Choose Commands From, you can select

Commands Not in the Ribbon and scroll down to find the Web Page Preview command
and add it to your Quick Access Toolbar.

OUTLINE VIEW

Outline view (see Figure 13.5) allows you to see an outline of your document while you’re
working on it. This view can be particularly helpful for rearranging sections of large docu-
ments or promoting and demoting headings. The premise is that you can focus on section
headings easily and don’t have to deal with actual contents. So a large master document that
may be 50 pages in length, if properly formatted using Heading styles, could be outlined into
a simple one-page view that can be easily manipulated.
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If you use Word's default Heading styles, outline levels are maintained for you.
Otherwise, you can set your own outline levels in the dialog box that appears when you
select the Paragraph grouping box on the Home ribbon tab. This will allow you to
change the Outline level of a particular paragraph. If you use the built-in Heading styles,
Word modifies the style for a given heading as you promote or demote it, using the
arrow buttons in Outline view.

All the normal editing techniques are available in Outline view: You can select, drag, copy,
cut, and paste, as you would in any other view.

DRAFT VIEW

You may have been slightly worried to notice that the Normal view is missing in the fab
five view grouping. If you are a fan of Normal view, don’t worry, it’s been rereleased as

Draft view.

Draft view has three advantages that appeal to advanced users:

m You can see section breaks. If you have more than one section in a document, you
should seriously consider working in Draft view when formatting or entering text.
Although you can see section breaks in Print Layout view, in Draft view the actual for-
matting change brought about by a section or page break doesn’t distract you from the
work at hand of editing document text.

m You can see style names for all paragraphs in a column to the left of the document. To
turn on the hidden side panel in these views, you need to first go to your Office button
and then select the Word Options button. Go to the Advanced section for all the
advanced settings. Scroll down to the Display settings and notice the option Style Area
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Pane Width in Draft and Outline views. Type in a reasonable size in inches for you to
be able to view your styles in both Draft and Outline views (see Figure 13.6).
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After you make the style area visible, you may decide you need a larger or smaller area
to view. You can use the mouse to drag it to a new width. However, if you drag the style
(@ /dé area back to 0 width, the only way to make it visible again is with t