Office 2003 Upgrade Overview The University of Akron
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Recommended Setting Changes

Upon having Office 2003 installed, there are a few setting changes which are highly
recommended. Please review these modifications and if you use the specified
applications be sure to update your computer configuration as specified.

Configuration for Downloading PeopleSoft data into Excel

Excel 2003 must be properly configured in order to use the download ﬁ icon from
within PeopleSoft Financials. The following provides step-by-step instructions on
configuring Excel.

Steps

1. Open My Computer by double clicking on the My Computer icon on the computer
desktop.

2. From the menu bar select Tools, Folder Options.

3. Click on the File Types tab.

4. Inthe Registered file types list, click XLS (for a Microsoft Excel Worksheet).

2l
| General| View  File Types | Dffine Files
Fegiztered file types:

Extenzions | File Types |:|
HLK Microsoft Excel Backup File

EXLL Microsoft Excel XLL Addn

&X sont £ xcel 4.0 Macro e —
m&d Wwiorksheet >
icrozoft Excel HTML Document e
= |

LS M... XLSMHTMLTTE
&3 7 Mirrnsnft Furel Tamnlate ;I

Mew | Delete |

i~ Dietails for #LS" extension

Opens with: Microzoft Excel Change... |

Filez with extenzion %L5" are of type ‘Microzoft Excel wWork sheet'
To change settings that affect all 'Microsoft Excel Worksheet' files,

click Advanced.
Advanced |
4

0K | Cancel | IAppI_l,l |
|

Then, click on the Advanced button.

5. Inthe Edit File Type dialog box, click to clear the following check boxes:
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Steps

e Browse in same window (or Open Web documents in place)

e Confirm open after download

Edit File Type 2l x|
L@_u I Microsoft Excel Worksheet Zhange Icaon. .. |

Actions: Clear the checkbox for:
= Mew,.. | e Confirm Open after
en download
Firk Edit... | e Browse in same

pen as Read-Onky | window
rinkko

Remove

efault |

[ cConfirm open after download

[T always show extension

Browse in same window

Ik Cancel

6. Click the OK button.

Edit File Type

|_|:
Ix

L@_u IMiu:ru:usu:uFt Excel Worksheet Zhange Icaon. ..
actions:

= Mew, ..,

en

i Edit... |
pen as Read-Onky

. Remoye |
rinkka

Set Default |

[ cConfirm open after download
[T always show extension

|- Browse in same window

Ik Zancel

7. Complete Steps 4 — 7 for each of the following File Types:

e XLA
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Steps

21|

General | View  File Types | Offine Files

Fiegistered file types:

E stensions | File Types |i|
@:IW'\-'X Windows Media Audio/Video playlist

THDP ata Package File
F Adobe Acrobat Forms Documel
Microzoft Office Excel Add-n

Microgoft Excel Work sheet

L L

B0 Micrnsnft Fursl 8 0 DislonS heet

MHew | [elete |

r— Detailz for 'Drive’ file type

Opens with: Change... |

Ta change settings that affect all ‘Drive’ files, click Advanced.

Advanced |

ak | Cancel | Apply |

8. Once you have completed Steps 4 — 7 for all three of the file types (XLS, XLA, and
XLB), click the Close button.

General | View  File Tupes | Qifline Files |

Fegiztered file ypes:

Extengions | File Tupes |;|
#LM Microzoft Excel 4.0 Macro

@XLS Microsoft Excel \Warksheet

XLSH... Microzoft Excel HTML Document

|ﬁXLSM... HLEMHTML File

XLT Microsoft Excel Template

><LTH... Microzoft Excel HTML Template =
v Mirrnznft Ferel WRA bW odule LI

Hew | Delete |

Details for =L5" extension

Opens with: Microsoft Excel LChange... |

Files with extension L5" are of tppe 'Microsoft Excel Worksheet'.

To change settings that affect all Microsoft Excel Worksheet' files,
click Advanced.

P —

( Cloze |) Carcel | Apply
e
~———

Page 4
Ver. 2005-03-09 Software Training Services



Office 2003 Upgrade Overview The University of Akron

Access 2003 - Macro Security

You may need to update your macro security setting in Microsoft Access. We
recommend that you set your Macro security level to Medium. The following steps
outline the process of setting your macro security level.

What you do What happens

1. From within Access 2003, select Tools
— Macro - Security from the menu.

2. Verify that you are on the Security Level tab. If the option for Medium is not
selected, click inside the option for Medium to select this security level.

x

Security Lewvel | Trusted Publishers I Prior Truskted Sources I

" Low inok recom orEcted From pokentially
unsafe macros, Lse this settlng anly iF wau hawve virus scanning
software installed, or wou have checked the safety of all documents
wal oper,

Ik I Cancel

3. Click OK button.
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What you do | What happens

X

Security Level | Trusted Publishers | Prior Trusted Sources |

" High. ©nly signed macros From trusted sources will be allowed ko
run, Unsigned macros are automatically disabled,

* Medium, You can choose whether or not bo run pokentially unsafe
Macros.

£~ Low {not recommended), ¥ou are not protected from potentially
unsafe macros, se this setting only if wou have virus scanning
software installed, or you have checked the safety of all documents
wall apen,

(04 Cancel |
i

From this point on, whenever you open a database the following warning message will
appear:

Security Warning x|

Cpening "H:\FRAMEVPsoft Training DEYREMCoreTeamTraining, mdb"

This File may nok be safe if it contains code that was intended ko harm your
compuker,
Do wou wank to open Ehis file or cancel the operation?

| Cancel Cpen Mare Info |

This message is simply warning you that database files can contain viruses and is double-
checking to make sure you want to open this file. Click the Open button to open the
database.
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Office 2003 Overview

The Task Pane

The Task Pane organizes the most commonly used tasks. This pane is located on the
right side of the screen for all Office applications.

» To close the task pane, click the X in the far right corner.

» To view the task pane select View from the menu and select Task Pane.
» To view the tasks available within the task pane, click the down arrow next to

Getting Started.
/ Click “X” to
close the pane.

Getting Started r
| N et
Microsoft Office Online

Click the down
Cu:uljnect ko Microsoft Office arrow to view the
online K ilabl

Get the lakest news about using tasks available.
Ward

Automatically update this lisk
from the web

More. ..

Search Far;

>

Example: "Print mare than one copy™
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Sample list of tasks available from the task pane:

|Getting Started | x

i Getting Starked

Help

L")

Search Resulks
Clip ark

Research
Clipboard

Mew Docurment
Shared Warkspace
Document Updates ]
Protect Docurment o
Stwles and Formatting
Reveal Formatting
Mail Merge

#ML Structure

=TT 7T = T AT FTIT T
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Office Assistant

The Office Assistant is turned off by default. Office 2003 utilizes “Extended Error
Reporting” which helps users work around problems by providing helpful suggestions for
resolving a problem. If the Office Assistant is enabled it will interfere with this new
feature, therefore, it is recommended to leave the Office Assistant disabled.

To obtain help in any Office 2003 application, type your question (or keywords) in the
small help text box located in the upper right corner.

=
Type a question for help « 3

You may also search for help by using the Task Pane on the right side of the screen.
Type your question (or keyword) in the “Search for:” text box to obtain assistance.

Getting Started v x
@ | 2| fah
Microsoft Office Online
Connect ko Microsoft Office

Online

Get the latest news about using
Wiord

Automatically update this list
from the web

More

Search for:

|

wample: "Print more than one copy”

Open
Office2003GettingStarted. doc
ExcelConfigure.doc
Excel Stepl 2003-ver2 . doc

Usingiwebrail, doc
[=F Mare...

] Create a new document. ..
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Outlook 2003 Overview

Outlook received the greatest amount of enhancements in the 2003 edition. A separate
manual has been created, Outlook 2003 Upgrade, to detail these new features.

The following summary is intended to provide an overview of the changes which can be
found in Outlook 2003.

Streamlined Layout

A new window layout enables the user to view more information at one time. Notice in
the sample below the redesigned list of messages and the message preview which appears
on the right side of the screen. This message preview is now referred to as the reading
pane and provides for a greater amount of text to be viewed at one time.

Those users who wish to maintain the Outlook XP view may do so by selecting View
from the menu bar and then selecting Reading Pane — Bottom. This will place the
preview on the bottom of the screen and the message list will be similar in appearance to
that of Outlook XP.

o - PRCrosolt Tutios =
Ble Bt Yew G0 ook Acrs Heb  AdobefOF =
bR 0 E
Dl v | BY X |5 ! sencisiegeve = | 20Fpd W Y |

Farvuri Folders Aeranged By: Dakn Hewest enleg  © -|I =

2 e b A nanch 1nancs This is & test message

et
3 For Folow L i Metben, Susan M 1192008
3 Sent Ttems
7l Deleted Tems (27) -
A onaits 4 Outhock 2003 Tesn 1aps N
S oo ing Serdc
— i Farrt, Hat 14005
B M:H Molﬂn-.‘-- 2| 5 browrm3ziggatesmodonsid.com 11272008
3 it
i Deleted -
- ok, tsda & 2005
) Deleted ttems ;| * L
L Deafrs
) b 4o Uhythen, kvl Mastthew LElE s
3 2004 Rt
3 2005 Revviews § Wseyedi, Sorn Aeey 1272872004
1 Adimizons : .
= 4 Rodehaver,Pamel f 1272172004 R d P
= : ‘ eading Fane
: ?.:.r:.-n o Potras Matthao 121720
i Compter Lt -
Gl Copwwicht i Jorgerrian Rubert O 12f14f2004
4 Crysdl
3 Cynthla & Hawrson, CyrithiaL 124872004
3 DaAWIN i
= | ::’W":_ 4 Waroris, Evargeine M 1232004
3 Pl G N . . ’
— vy 1 Kresder £ric W 1371172004
L Front Page A
3 HELG Conk
~3 Hoby Harris Bary 4 The Sampsmih W0
=1
=1 4 Booth Marths A 10172004
T deni
—p 4 Kreider Eric W /262004
SEr
j:‘;* § Krvider Eric W 971072004
Office 2003 1 :
i | peg—— E31 200
| mail ! : :
20
] Calendar §
4 Jusnesxisfslose. com A
8| Contacts *
- o Bosth Marths & FEE
] Tasks
03 =
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Navigation Pane

The Navigation Pane has been modified to provide easy access to common Outlook
functions. This pane is located on the left side of the screen and provides links to all mail

folders, Calendar, Contacts, and Tasks.

Favorite Folders

[ Inbox (1}
| hread Mai
[ For Fallow Up
[[= sent Items
5 Deleted Items (27}
L2 Drafts
L= Dutbox

All Mail Folders

=1 24 Mailbax - Mekibben, Sus2]
[ \Infected
[ Deleted
@ Deleted Items (2
L7 Drafts
= [ 7] Inbox (1)
| 2004 Reviews
[ 2005 Reviews
[ Admissions
4 AP
| Brio
[ Budget
[ Capture Pra
| Computer Litera
| Capyright
[ Crystal
[ Cynthia
[0 DARMIN
|1 Dave Wasik
[ Final Grades
[l Financials
| Front Page
|4 HEUG Canf
[ Holly Harris Barn
L HR
@ 1st
| Jeri
4 Jing
[ JunkMail
| Motivate
| Nicale
3 Office 2003 _.I

[~ Mail

:ﬁ Calendar

8=| contacts

ﬂ Tasks

bl Ca @ 2
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Public Folders

Public Folders appear in the Folder List in the Navigation Pane.

folders click the folder icon in the Navigation Pane.

To view the public

[~ Mail
;ﬁ Click the Folder List
1] Calendar icon to view Public

Folders.

&=| Contacts

1=

ﬂ Tasks /
@»

The public folders will appear in the Folder List under any Personal Folders. To expand

the Public Folder list, click the + sign.

Folder List

All Folders

=1 25t Mailbo: - Mckibhen, Susan
[ \Infected
=1 ] Calendar
1 \Infected
=] 84 Contacts
8=| Test
1 Deleted
@ Deleted Items (11)
L7 Drafts [1]
7 Inbox {Z)
1 Infected
£ Journal
L@ Junk E-mail
| Motes
L= outbox
| PocketMirrar
[ quarantine
1 Sent
L= Sent Trems
& Tasks
L) search Folders
Archive Folders
=4 Personal Fo
4 Public Folders
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New Message Alerts

Outlook will provide an alert message to notify you that a new message has been
received. This alert will appear in the lower right corner of your desktop — regardless of
what application you are using at the time. The alert displays the name of the sender, the
subject, and the first two lines of the message. The alert will only be displayed for items
which arrive in the default Inbox.

McKibben,Susan M T X
F'W: Test Message
TEsE

v >< Susan Mckibben The University of Akron Manager,

If you wish to delete the message immediately, click the X located in the lower left
corner of the alert. To immediately open the message, click the envelope icon in the
upper left of the alert. To remove the message alert from display without deleting the
message, click on the X located in the upper right corner of the alert.

Page 13
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Disable the Alert

Outlook 2003 will not display a message when running a PowerPoint 2003 slide show in
order to prevent any embarrassment by revealing information that should be kept private.
However, keep in mind that if you switch to another program or a Web site within the
presentation, the alerts will display. If you will be giving a presentation, it is best to
temporarily disable the alerts and then once the presentation is completed, return and
enable the alerts.

In order to avoid any embarrassment by having private (or spam) messages
appear during a presentation, it is best to disable the mail alert.

Once the presentation is complete, be sure to return and enable the alert.

What you do What happens

1. From within Outlook 2003, select
Tools — Options from the menu.

2. On the Preferences tab, click E-mail Options.

[Options 2lx

Preferences IMa\I Setup I IMail Farmat | Speling | Security I Other I Delegates I

E-mail
‘\; (Change the appearance of messages and the way they are handled.
Junk E-mail. .. E-mail Options. . |

S~ 7

Calendar
:ﬁ Customize the appearance of the Calendar,
ul

[V Default reminder: |15 minutes j Calendar Cptions. ., |
Tasks

=y Change the appearance of kasks,

Remindet time: IB:DD A ﬂ Task Options. .. |

8 Change default settings for contact and journal,

Conkacts

Contact Opkions... | Journal Options. .. |

Notes
Change the appearance of notes.

Moke Cptions. .. |

QK | Cancel | Apply |

3. Click Advanced E-mail Options.

Page 14
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What you do | What happens
>

Wessage handling

After moving ot deleting an open itam: Iraturn to the Inbox 'I

™ Close original message on reply or Forward

¥ Save copies of messages in Sent Items Folder
¥ automatically save unsent messages

¥ Remove extra line breaks in plain bext messages
™ Read all standard mail in plain bext

Riead |l digitally sigm il i plaim Eext

Advanced E-mail Options.. . |

On replies anoTor —
=l E ‘when replying to a message
= IIncIude original message kext j .
‘wrhen Forwarding a message
IIncIude and indent original message text j é
Prefix each linewith;
[=

racking Options... |

¥ Mark my comments with:

IM(Kithn,Susan M

0K Cancel |

4. Clear the checkbox for Display a New Mail Desktop Alert (default Inbox only)
located under When new items arrive in my Inbox.

Advanced E-n x|

Save messages

Save unsent items in: IDraFts 'I
¥ futoSave unsent BVErY |3 minukes

[™ In folders other than the Inbox, save replies with original message

v Save forwarded messages

—When new items arrive in my Inbox
I+ Play a sound
[¥ Briefly change the mouse cursor

|7 Shg Eim =] A ieth LiEicobion o
[« Display a Mew Mail Deskbop Alert {default Inbox only)

Desktop Alett Setbings... |

—When sending a message

Sek irmportance: INorrnaI j
Set sensitivity: INormaI j
[” Messanes expire after: I days

™ Allow comma as address separator

W afutomatic name checking

|+ Delete meeting request from Inbox when responding

¥ Suggest names while campleting To, Ce, and Bee Fields

[” Add properties ko attachments ko enable Reply with Changes

oK | Cancel

5. Click the Ok button. \

Page 15
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Blocking Picture Downloads

Frequently, messages will contain pictures. Many times, these pictures are not included
in the message itself — they are downloaded from a web server when the message is
opened or previewed. Junk e-mail senders take advantage of this “web beacon” in their
messages which notifies the server when you read or preview a message. This validates
the e-mail address and as a result, more junk e-mail messages may be sent to your
address. Office 2003 is configured to NOT automatically download pictures and other
content from the Internet in order to protect your privacy and combat “web beacons”.

This means that a message which contains a picture (that must be downloaded from a
web server) will have the picture blocked by default. To view the picture, right click over
the image and select “Download picture”. If there are multiple images within the
message, this will download all the pictures. The following is an example of a message
which contains such images.

L —

—

x| Right-click here to download pictures. To help protect pour privacy, Outlook prevented automatic download of this picture from the Intemet.

|z| Right-click here to downloa

Knowthe deadlines for paying
tuition, and wour options
Friority deadline is approaching
fast for FAFSA

Minimum requirements for
employment and work study
Construction newes: Clodk
installation begins near Student
Union

Athletics Committee on Dive rsity
to award scholarship

Assist other stude nts with their
career development

Hew izsue of Caollege of
Education newsletter is online

The Judicial Branch is looking
for dedicated justices

Scholarships for students
intarastad in nlastics and

|Z| Right-click here to download pictures. To help protect your privacy, Outlook, prevented automatic download of this picture from the Intemet.

|Z| Right-click, here to downloa

Know the deadlines for paying tuition, and your options

o B O Y o gy ey e g R TR TR [ I

The Department of Student Financials understands the challenges that students face when it comes to
paying far college. The department, located on the first floor of Simmons Hall, is happy to explain to you
the available payment options, including the installment-payment plan. Stop by or call us at 330-972-
5100. Ve are also on the WWeb at http:/wweer uakron. edu/busfin/studentfinfindes. php.

We want to make you aware of some important dates for the sumrmer term.

Tuition and fees for registration before April 15 are due on May 2. (If you enroll after April 15, please click
here for your due date.) You can pay in installments aver the semester by signing up for our installment-
payrnent plan. You will be able to view your surnmer account online through Zipline on or after March
20.

Information on financial aid is available on the Financial Aid YWeb site or you can call 330-972-7032 or
stop by the Office of Student Financial Aid in Sirmmons Hall.

Snme additinnal nnints

The following menu will appear when right-clicking on the image:

Einht.clicl hara b dousslaad michirs

T haln mrat

Dovenload Pickures

Change Automatic Download Settings. ..
add Sender ko Safe Senders List

add the Domain to Safe Senders List

T, ST o T r Lo, ]

The following is a summary of the options available:

» Download Pictures will enable you to view the picture(s).

Ver. 2005-03-09
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» Change Automatic Download Settings will enable you to modify your
automatic download settings. It is recommended that you do NOT enable
automatic downloads of images.

» Add Sender to Safe Senders List will add the sender to your “safe senders” list
and from that point on any messages from the individual will be treated as
exceptions and the blocked content will be downloaded.

» Add the Domain to the Safe Senders List will add the sender’s domain to the
list of “safe senders” and from that point on any messages from that specific
domain will be treated as exceptions and the blocked content will be downloaded.

Quick Flags
Quick Flags enable you to mark messages with a color-coded flag for follow-up. Click

the flag icon next to a message in order to mark the message with a quick flag. The
message will then appear in the “For Follow Up” folder.

!| 0 |Q|Fr0m Subject |Received o
i~ Rodehaver,Pamela K RE: Image for CC139 and CC141 Wed 372/2005 12:03 F{ kg

Flagged for follow up.

To specify the color to be used for the flag, right-click the flag area and select the
appropriate flag.

Red Flag
Blue Flag
Yellow Flag
Gareen Flag
Drange Flag
Purple Flag

€ € % 4 < <[4

Flag Complete
Add Reminder ...

Clear Flag

Set Default Flag  »

Page 17
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Distribution Lists

Outlook 2003 provides additional functionality when sending a message to a distribution
list. You now have the ability to view everyone in the distribution — and choose to omit
an individual email address for a specific message.

Address your message as normal by specifying the distribution list. A plus sign (+) will
appear in front of the distribution list. To expand the distribution list and see all of the
individuals which compose the list, click the plus sign.

O\

To... | ’raining Team

-

Click the plus sign to [
expand the list.

If you wish to remove an email address from the mailing click the individual you wish to
remove and delete their name. This will not remove the individual from the distribution
list — it will merely prevent the individual from receiving the specific email message
being sent. Keep in mind that once you expand the distribution list it cannot be
collapsed.

All individuals

Ta... | arrison, Cvnthia L Rodehaver Pamela k) Wyszvnski, Sara Ann contained in the
c | distribution list are
Fu displayed.

Page 18
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Side-by-Side Calendars

Outlook 2003 now provides the ability to view multiple calendars side-by-side. The
calendars are color coded to assist with distinguishing the different calendars.

4 March 2005 » Calendar ‘ Calendar - Comp Training RM 141 l;l
SM TW T F 5 Mon Tue ‘Wed Thu Fri Sat/sun ‘ Mon Tue Wed Thu Fri Satisun |
728 1 2[3]4 5 February 28 March 1 2 3 4 5 February 28 March 1 2 3 4 5
6 7 8 9101112 Updated: W |[Marchly Stad | Shelly Stampin Up |
1314 15161718 19
2021222324 25 26
2728293031
] &
april 2005
SM TWTF S
12
3456 7849
10111213 1415 16
17 16 1920 21 22 23 7 g ot 9 i 11 1z 7 8 9 10 11 1z
2425 2627 2329 30 Uelizeh e || BrEe
May 2005
SMTWTF S
12 34567 L3 13
& 91011 12 13 14
1516 1718 19 20 21
2223242526 27 28
293031 1 2 3 4
56789101 14 15 16 17 18 19 14 15 16 17 13 19
Team Bulldic Updated: w |[Jahn Hirschl] | Shely Zoey's dass
My Calendars
Perf Revigw Karen Saint Patric
[ Calendar Performance
[ Calendar
[ calendar 20 20
[ calendar in Archive Falder
Other Calendars
[¥ Calendar - Comp Training
' Calendar - COMP Training 21 22 23 24 25 26 21 22 23 24 25 26
[0 COMP Conference RM 1401 | RELG Confarence | hee
Updated: W
Open a Shared Calendar...
Share My Calendar,..
27 27
Easter Day
. 28 29 30 31 April 1 2 28 29 30 31 April 1 2
L= Mail Updated: W | Library Stan [ Shelly | Upgrade | | Upagrade \ |Upgrade \ | Upgrade | \ Upgrade \
.,:; Calendar
&=| contacts 3 3
;\d Task Monthly Staf
asks
Wl Ca @ = =

Please visit the Software Training Services website if you wish to obtain our Outlook
2003 Mail and Calendar manuals:
http://www.uakron.edu/its/learning/training/Office2003.php.
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Word 2003

Very few enhancements were made from Word XP to Word 2003. Most users should
make the transition to Word 2003 with little or no problems.

Reading Layout View

Word 2003 includes a new view, Reading Layout. This view optimizes the document for
on-screen reading and includes larger text, shorter lines, and pages that fit the screen.
Keep in mind that the pages which appear in the reading layout view do NOT represent
the pages you will see if you print the document. The Reading Layout view ignores line
and page breaks. Therefore, the pages are numbered by screen number in reading layout
view — not by page number. For this reason, the Table of Contents will hide page
numbers in Reading Layout view since the page numbers will not correspond to the
screen numbers.

If you wish to display pages as they will look when printed, click Actual Page on the
Reading Layout toolbar.
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o Saving a draft
o Araching a document
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-
Spocial Charactors | A dd special characters to vour message |

3. If vou wish 1o send an attachment, click the | ARSEhMENts  pypon A
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sage to the intended

vou (the sender) and the Bee recipient know they have received a copy "
Subject: Enter a short, descriptive title for the message 5. If you are not ready to send the message, but want to save it and send at a
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tum this option o!'!. ove the check by unfinished message. The message will be placed in the Drafts folder. To
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Track Changes

Revision or Reviewing Tools now provides the capability to customize the interface.
Rather than have all changes and comments appears as margin balloons extending from
lines through the document, Track Changes can be set to show within the document.
Color-coded insertions and strikethroughs show in the actual page, while only Comments
appear in margin balloons.

Please visit the Software Training Services website if you wish to obtain our Word 2003
manuals: http://www.uakron.edu/its/learning/training/Office2003.php.
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Excel 2003

Lists

Excel 2003 utilizes a new Create List command (from the menu choose Data — L.ist —
Create List) which enables you to easily sort, filter, and total rows and columns in the
list.

Once you have created your list, Excel automatically adds AutoFilter arrows to the top
header row of the list — making it very easy to sort and filter list data. In addition, a new
toolbar, the List toolbar, is now available. The Toggle Total Row option on the toolbar
automatically sums or counts the entries in the last column in the list.

New List Toolbar
Ii_‘l_1 File Edit Wew Insert Format  Tools Data  Window Help  Adobe FOF Adobe PDF
NEHRSEGRAITEI SRR S 9-0- B -2 WS r -aff
T " i I T < e Reply with Changes... End Rewview. .. B
sl <10 - |[B] s 4mix (Co-A-]
TR ListG

A - A Student
A B C D E F 5 | H | | b ]

1 |Student ~|Test1 =[Test? ~=|Test3 ~[Final -

2 hbel, Jos a0 o0 100 100

3 |Baker, Susie 7o [aa] 95 90

4 JDoe, Jane 90 =} S0 g0

g |Smith, Sally G0 a0 a0 B0

B |*

| 7|

Please visit the Software Training Services website if you wish to obtain our Excel
2003 manuals: http://www.uakron.edu/its/learning/training/Office2003.php.

These manuals will be available for download after April 27, 2005.
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PowerPoint 2003

Run Movies Full Screen

PowerPoint 2003 has the capability to run movies full screen. After inserting the movie
into the presentation, right-click over the movie object and select Edit Movie Object.
The Movie Options dialog appears. Click to place a check in the option Zoom to full

screen.

biovi x|

Flay options

™ Loop until stopped
[ Rewind movie when done playing

Sound waolurne: C:f] |

Display options

¥ Zoom to Full screen

Information

Total playing time; 00:12
File: W INDC S clock, avi

Ik | Cancel |
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Package for CD Option

The new “Package for CD” option replaces “Pack and Go”. This feature enables you
to copy one or more presentations and the supporting files to a CD. The PowerPoint
viewer is automatically copied to the CD in order to allow the presentation to be played
on any computer — regardless of whether or not the computer has PowerPoint installed.

In order to run the Package for CD option, the computer must have Microsoft
Windows XP or later installed. If you are running Windows 2000 or earlier, you can still
use this feature to copy the presentation(s) only to a folder on your local computer, a
network location, or a floppy disk (if you do not include the viewer). Once the
presentation is packaged you can use third party software to copy the files to a CD.

Packag x

Copy presentations ko a CD that will play on computers
w running Microsoft Windows 958 Second Edition or later, even
without PowerPoink,

Mame the C0¢ |PresentationCD

Files to be copied:

Test Presentation. ppk Add Files

Linked Files and the PowerPoint YWiewer are
inchuded I:q.f default, To change l:hlsJ click, Optu:uns

Copy to Folder, \D ( Zopy b CD Close

Opkions

il

Copy to folder if you :

are running Windows Copy to CD if you are

2000 or earlier. running Windows XP or
later.

Please visit the Software Training Services website if you wish to obtain
our PowerPoint 2003 manuals:
http://www.uakron.edu/its/learning/training/Office2003.php

These manuals will be available for download after June 1, 2005.
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Access 2003

View Dependencies

Access 2003 provides the capability to click on a table, query, form, or report and view
the dependencies with other objects. To view the dependencies, right-click over the
object and select Object Dependencies. A list of all dependencies will be displayed.

Object Dependencies r X
@ e G
Table: Core Team Courses
# Objects that depend on me
i Objects that I depend on
-1 Tahles
E2 = | Core Team

=l Queries
+ _;-"] Core Courses with Linits

# e Export toWord File
¥ _:-Ij Specific Class
¥ _:-l‘] Total Units Used

= Farms
+ EF  Core Team

+ 35  Core Team Courses Sub

- Reparts
Mone

Backup a Database

Access 2003 allows you to directly backup the database without exiting Access. From
the menu bar, select, File — Back up Database.

Smart Tags Property

The new Smart Tags field property can be used to add a smart tag recognizer to a field,
which displays a button and allows you to perform certain actions on the data.

Please visit the Software Training Services website if you wish to obtain our
Access 2003 manuals:
http://www.uakron.edu/its/learning/training/Office2003.php

These manuals will be available for download after May 2, 2005.
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