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Technical Tutoring brings you this newsletter and training information
in appreciation of your business and support

Company News We look forward to meeting many more people
along the way.

Wow! We've adjusted our advertising for the year 2000. We'll

In Business for 1 Year! be in the Town Crier, the River Valley Current, and the

Hourglass (publication of the Upton COA). You can hear

about us on WMRC 1490 am Radio. (Some of our clients
are even included in the radio ads!)
a And, we'll be doing some local shows and expositions.
We wouldn’t be sending out this newsletter We decided to do our newsletter three times a year —
without your Support’ encouragement and ]00]( FOT us in your mai]box again in September!

business. Meeting so many new people and

learning about so many different businesses has
been a cornerstone of our business’ first year.
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Microsoft® Office 2000

| loaded Office 2000
Professional and worked with
it for about a month now. 1
use many of the menu
options, so one of my first
tasks was to turn off the
intelligent menus that only
display the features most
recently used. I couldn’t adjust quickly to the menu items
not always being in the same place.

Other general changes include new program icons
that are eye pleasing. The new drop down list of fonts,
each displayed in their font, is a good reference, but slow
to appear and many, including myself, have experienced
an issue where the fonts suddenly disappear from the list!

One nice change is in the Save As dialog box.
They’ve added a toolbar that provides you quicker access
to other storage locations for your file. For instance, if
you are working in Word and save a document to folder
A, then work on a document that is saved to folder B,
when you want to save your third document in folder A,
you can get there with a single mouse click.

Clip Art — no upgrade would be complete without
adding more and more clip art. The 2000 version now
provides the capability for you to designate a piece of clip
art as a ‘favorite’. You can create your own categories of
clip art, too.

Within Word 2000, | like the large palette of font
colors. The new themes to format your document look
nice but seem to be geared toward use for web pages as
they use quite a bit of color. The new click and type
feature is great if you type non-traditional documents or
know from the start that your first line needs to be
centered.

Versions Available
Standard
Small Business
Professional
Premium
Developer
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Excel 2000 — I really like the lighter color for the
highlighting of selected cells. It’s much easier to read the
text and less bothersome than the black. I noticed that the
new default for headers and footers is NONE. So, if
you’re used to the sheet name and page number, you’ll
need to add them yourself. The other main difference I’ve
found is with Pivot Table Reports. I’ll be investigating
these further.

PowerPoint 2000 — The new tri-pane view is
bearable. It’s also changeable. New background designs
present many more possibilities. Other changes are
predominantly connected to Web posting and design and |
have not yet tried them out.

Access 2000, Microsoft’s database application,
has grown to meet it’s siblings in the Office package. As
an occasional user of Access, | have not spent as much
time with this product. | was able to open my existing
database and perform my weekly tasks without incident.
Visually, there are some differences. The work area looks
more like a web page, with access to the database
components along the left rather than as tabs across the
top.

As with any new edition of the software, there is
still much I want to play with and learn. | have not
touched the Small Business Tools, or the Publisher
software that is now included with the Professional
Version. I’ll let you know what features I find that look
promising as well as any information | get on revisions or
patches available for the few items that just aren’t quite

right.



Office Software Tips

Word

You can change the mouse pointer
I-beam to a clover symbol (easier to find quickly)
by typing Ctrl/Alt/+(the one on the keypad). To
change it back, press the Escape key.

Excel

Tools/Options/View contains a selection for
Page Breaks. Checking this tells Excel to always
display page breaks, not just after you preview
the worksheet.

PowerPoint

= Align multiple graphic items on a slide by
selecting them as a group (use the Shift key) and
then use ALIGN from the Draw menu.

Windows 98

= You can maximize an application window by
double clicking on the title bar.

Internet
C:\Windows\Temporary Internet Files stores
information from web pages recently visited. It’s
perfectly acceptable, and non-damaging, to empty
this file

Computer Terminology
Cookies — Well, they are low calorie, but they aren’t
for snacking. These are small text files sent to your
computer from a web site. This helps the site
recognize you as a return visitor during your next
visit. These are critical to sites that display
‘personalized’ information.

What Software to
Use For Which Purpose

Word — A word processor with many features to
create professional quality text based documents.
Excel — Help to organize & manage financial
information. Also good for organizing lists such as
address books.

PowerPoint — Create graphic presentations with
animation and sound.

Access — Comprehensive relational database system
for organizing large collections of data such as
customers and inventory.

Outlook — Manages your business and personal
meetings, e-mail, to-do lists, contacts &
appointments.

— Desktop publishing program enabling a
combination of text, charts, and graphics to become
an appealing publication.

Front Page — Web page creation tool based on click
& drag methodology.

This software is a financial management package that
will track your sales, purchases, inventory, payables,
and receivables. You can print your checks, invoices
and financial reports directly from the software. You
can even customize the forms to fit your needs!
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With , you can also
create estimates that quickly update into supply
orders or invoices. This version also includes
options for time tracking and payroll management



Windows Operating Systems

Windows 2000 - This operating system
/> is now available and truly based for Business
use.

Its tag lines are:

Highest reliability to keep your business
running

Enhanced security to protect your business data
Best support for mobile business computing
Best platform for next generation business
technology.

One reason for not running out to buy this for home
is the space requirement! The Professional version,
according to a recent magazine article, which is
meant for individual desktop machines, requires 2
GIGABYTES of disk space plus 1 Gigabyte for a
work area. This is in addition to the 64 megabytes of
RAM required for an efficient operation.

You may also need a new machine because Windows
2000 has strict compatibility guidelines and may not
recognize the drives on older machines.

Let’s hope the next personal version is less spacious
and more compatible!

Not wanting to leave the home based computer use
out of the upgrade scenario, Microsoft is already at

work on a new edition code-named Millennium.
According to Microsoft’s Insider Newsletter,
Millennium’s goal is to make PCs easier for first-
time users and to enhance the experience for existing
users by focusing on:

Digital media and entertainment — built-in tools
and features that will make it easy to access, play,
view, and store music and digital photography.
Online Experience — ability to easily get online,
quickly locate information, and effortlessly determine
what content is appropriate for your family.

Home Networking — providing features to simplify
setting up and using a home network to share
printers, modems, and internet connections between
multiple machines in the same household.

New diagnostic features to keep the system running
efficiently and make the daily computing experience
enjoyable.
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We're working on a special
seminar to highlight the new
features of Word, Excel, and
PowerPoint 2000. Lecture

based, this will be for

up to 90 minutes, with take

home reference materials.
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Word Art
Bullets
Borders
Clip At
Columns

Formatted Text
Table
Mail Merge



