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My name is Shilpa Wymer, Managing Director and Principal of Pitman
Training Centres at Notting Hill and High Holborn. Today, | wish to
share with you the secrets behind Super Efficiency.

| have picked out my top 25 tips on creating an environment where
time is not wasted and efficiency is maximised.

To stay on top of your game, in these testing times, you need to learn how to release
the full power of your PC, operating system and software by letting your fingers work
smarter not harder.

Oh by the way t hmateeabisn | tohtiss ogr ausserftudt i on,
easy for you to download the presentation from our website.

Just click on: www.holborntraining.co.uk

So, | etbds get started
(fraining |

1. Learn to touch-type 1. Touch-Type S=====

Double or triple productivity by
If there is going to be one thing that iaking. ascHon pIRGICoUE-E

increases productivity it has to be the ability
to type. By this | mean 10 fingers on the
keyboard, in the right position, typing
accurately. | am always amazed by the
number of people who explain to me that
they can touch-type and yet when tested they either are using just a few fingers
and/or making lots of mistakes.

Let's face it, most people don't use all their fingers and thumbs on the keyboard and
they look at their fingers or the screen as they type. This means that speeds
typically average around 15 wpm although they all think they can do 45 wpm

People who look at their fingers when they type are really dragged down by the brain
watching what's going on, whereas if you can learn to touch type, which means
typing without looking, then your fingers can do it automatically as they know which
keys they should be on.

It's almost as if you're disconnecting the reading part of the brain and connecting it to
the typing bit.

By just taking a 25-hour typingc o u r s e probalbyuwd@ubld and possibly triple your
productivity.
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2. Learn the shortcuts

Now you can touch-typed on ot f or g pitian®
out if there are shortcuts for tasks that you 2.Shortcuts
commonly do. In fact Microsoft has made T

finding shortcuts (or Key Tips, as they now 1O T o R R A )

call them) even easier by revealing them if ' LR TR =B TR
you press alt on your keyboard in Office
2010.

Office 2010 Only

Here are some of my favourite shortcuts that you can use in all the previous and new
versions of Office.

Function Keystroke
Copy Ctrl+C
Cut Ctrl+X
Paste Ctrl+V
Find Ctrl+F
Go To Ctrl+G
Hyperlink Ctrl+K
New Ctrl+N
Open Ctrl+O
Print Ctrl+P
Replace Ctrl+H
Save Ctrl+S
Select All Ctrl+A
Spell Check F7
Undo Ctrl+Z
Redo Ctrl+Y

When using these consistently, you will find speed and productivity will improve.

3. Learn Shorthand

OK, so theasl|l liyvnadanything to do with a compu
that |l earning this skill wil.l I mprove pr o(
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Many people have an outdated idea of shorthand as a skill harking back to the
197006s but we 6 vmeboth thapretkrred styte mrgl ¢he ways in which it
is used.

Traditionally everyone used to take a Pitman shorthand course in order to get a job
as a secretary where one was required to take dictation from the boss every morning
as part of the daily work routin e . But all thatdéds changed ng

Technology has rendered traditional dictation pretty much obsolete but nowadays we
are observing that shorthand is used by secretaries for minute taking; by senior
managers who want to keep their notes secret; by journalists to enable them to take
verbatim quotes and even by judges for reasons of secrecy and speed.

|l nterestingly, peopleds attitudes have chi
and where once Pitman shorthand was the S0 S ohand

style. to have on ysdeelnetha¥, today it od ==

isrequired andthatd s because itodos A-as tébe = d:.}brd. e
easier to learn! Pod, 2 ! e ) <
Here, | have an example of what it looks like (-°r<’ T Y |p
and you can see itbdés a sUmp’ri‘é‘iGaﬂi\/o of {
format. R e

By taking a course, you can aim to be at 30wpm within 30 hours and a little further
effort will push you up to 70wpm.

It will really improve your productivity and with Pitman Training you can either study
at your own pace with lots of expert tutor support or attend evening classes i you
choose!
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4. Integrate your BlackBerry/lphone

To me the BlackBerry has been my saviour, particularly since my child was born.
Without it, it might be hours/days before | can sit down at my desk and get on with
responding to emails. Today, people expect inmediate response and those that are
able to provide this are highly prized.

It has meant being able to deal with issues 4. Integrate Your
pretty much as they arise, wherever | am or BlackBerry/Iphone
what ever l 6m doing. Set-up and Synchronise!

But before you get going with using your device
of choice do spend a few minutes making sure
you can synchronise your Outlook or other
similar programme with your device.
BlackBerry makes this easy with an application
to help you. The beauty of this is that when adding/removing/changing information
across either platfor m gaawbeleleryadareay s h

Plug in your Blackberry every day or every few days to ensure you keep
synchronised.

5. Customise your Office 2010 Ribbon
Microsoft has made it easy for you to access what you really need quickly.

Each of us works differently and tends to find there are things we use very often and
others we use occasionally. Office 2010 allows you to customise your ribbon by
giving you the options to add and remove elements from any of the existing tabs on
the ribbon and even creating a custom tab with your most used elements.

To access this option just click on File/Options/customise ribbons then select what
you want on your ribbon from the |Ii st

Here is a screenshot of the options available.
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5. Customise Your Ribbon il

Gt e PlRman Acusmiage ™

o v | | hann

[T R =

g Y el T

o Cansem

| t bdilsant and will save you bags of time.

6. Change normal template

This is the standard document that opens when you open Word, Excel or

PowerPaoint. | 6ve seen so many people constant
change the font, margins, headers, footers and themes. If generally these elements

stay the same for all documents you create then change the standard template.
Hereds how. Firstly click on the File but

A

find the dédnor mal 6 t eswypuneetd @adsaveMahkaett.6t he ¢ ha

-
@Open =
<« Microsoft » Templates » ~ | 2 @ Search L
Wy Organize ~ g2¢ Views ~ B New Folder
Name Date modif... Type Size Tags
Te ) Document Themes
emplates
LiveContent
'r Documents
SmartArt Graphics
rp L QﬂNcrmal
'E Pictures @_.']NormalEmai]
Public @Y NormalOld
) Recently Changed
f‘t:‘ Searches
&l Recent Places
Il Desktop
B Computer
Folders ~
File name: - [M Word Documents '}
Tools ~ [Opcn |'][ Cancel ]
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Now every time you open a blank document the fonts, margins, footers, etc that
youbve selected should automatically appe:;q

7. Building Blocks

If you produce a lot of professional documents then you will find this tool will help you
put together great looking documents and save you invaluable time.

Building blocks are essentially parts of a document that can be reused. For example,
you might create your own reusable cover page which contains a company logo with

atextual sl ogan or you c¢ amanybuddinglioeks foomitsMi cr o s
gal l ery. Thereds plenty to choose from an:¢

1 Cover pages

1 Headers

1 Footers

1 Page numbers

1 Text boxes (pull quotes and sidebars)

1 Quick parts (custom user blocks)| 61 | come back to these.

Her ebds a scr een shbiooks orgarisertaidean edxamplé of a covgr
page.

Building Blocks Organizer ===
Building blocks: Click a building blodk to see its preview

MName Gallery Category Template o -

Works Cited  Bibliograp...  Built-In Built-In Buil... |= ‘

Austin Cowver Pages  Built-In Built-In Buil... —

Contrast Cowver Pages  Built-In Built-In Buil...

Exposure Cowver Pages Built-In Built-In Buil...

Transcend Cover Pages  Built-In Built-In Buil...

Sideline Cowver Pages  Built-In Built-In Buil...

Stacks Cowver Pages  Built-In Built-In Buil...

Puzzle Cover Pages  Built-In Built-In Buil...

Conservative Cowver Pages  Built-In Built-In Buil...

Austere Cowver Pages  Built-In Built-In Buil... =

Tiles Cowver Pages Built-In Built-In Buil...

Perspective Cover Pages  Built-In Built-In Buil...

Annual Cowver Pages  Built-In Built-In Buil...

Pinstripes Cowver Pages  Built-In Built-In Buil... T‘}?pe tl]e dOCLlITlEI‘lt

Mewsprint Cowver Pages Built-In Built-In Buil... t lE‘]

Alphabet Cover Pages  Built-In Built-In Buil...

Med Cowver Pages  Built-In Built-In Buil...

Cubicles Cowver Pages  Built-In Built-In Buil...

Grid Cover Pages  Built-In Built-In Buil...

Motion Cover Pages  Built-In Built-In Buil... .

Trig Identit... Equations Built-In Built-In Buil... =

oo ato D T o T P 7| Perspective

4| LI L4 Bottom-aligned title block with a full page background and an
[ Edit Properties. .. ] ’ Delete ] [ Insert ] image with a reflection
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These are all very important and can save you a lot of time when creating a
document but there will be many times when you will need to create something
different.

| 6m going to give y gaoucahuwusecugomaBuilgiig&lecksand h o w
Quick Parts in Office to save you time.

Firsty,i f | é m wor king on a document and there
might need to enter many times | can save this to Document Properties. Clicking on

Quick Parts and Document Properties will bring up a list of essential information that

you may use time and time again, such as Company Name, Company Address,

Email address, subject and certain keywords. When typing the Company name for

the first time simply click on the Document Property that applies. For example,

company name and the next time you want to insert the company name simply click

on the company name in Document Properties.

| f thatdés not fast enough for you simply |
to your Quick Access tool bar, bacdse | 6ve d

Docurmemn

Abstract aut References Mailings Review View
Author EE 5 ! @

= () > 2 il = 4

= b — 1] —"- .-
Categony e 1 e 3

Cover EBlank H Clip Shapes Smartart Chart Screenshot | Hyperlink Bookmark

Page~ Page B Comments At = 4

Pages Company Ilustrations Links

=
P2 1 2 s 3 4 15 &
Company Address = T T T 7 7

Company E-mail

o Company Fax

Company Phone

- Keywords

; Manager I
Publish Date

Status

o Subject

n Title

Any time | want to enter this essential information | just click on this button.

My next example demonstrates how you can save fragments of text and drawings
you use repeatedly in the same document or a different one.

Her ebs somet hi nwantkouseowrahdewkeragdinat |
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Clip  Shapes Chart Header Footer  Page Text Quick WordArt
Art - - - - - -

u:

Now | need to select the object and click the Insert tab and in the Text command set,
click the down arrow next to Quick Parts.

By the way, the content you select can include text, images, and special formats.
Whatever you save as a building block will be saved as is, so lines, logos, hyperlinks
and more can be saved for reuse.

Click Save Selection To Quick Part Gallery. The Create New Building Block dialog
box appears.

Create New Building Block =]

Name: Bubble

Gallery: AutoText B

Category: General E]

Description:

Save in: Normal E]

Options: Insert content only [Z]
( oK ] [ cancel |

Type a name for the Quick Part and click OK. This saves the new item in the Quick
Parts gallery

Now that you know how to create a Quick Part, using it is simple.
Now all you need to do when you want to add that lovely bubble again is:

Open the document in which you want to add the Quick Part. Click to anchor the
cursor at the point in the document where you want to add the item.

Next click on Quick Parts and Autotext and you should find the item there ready to
be added by a quickclick. 1t 6s t hat si mpl e.
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Documentl - Microsoft Word (Trial)

Mailings  Review  View
D w Q 3 =k L L W A \ 4 & Signature Line ~
- T4 . ,Q- ¥ | | o =
— e = = = & | SIS 5 Date &Time
At Chart Screenshot = Hyperlink Bookmark Cross-reference  Header Footer Page Text | Quick |WordArt
v *  Numberv Boxv Patsv| - "4 Object ~
s General { AutoText |
jriete1r20103" 1) Bubbles @ Document Property y

] Field

[J Building Blocks Organizer

-

8. CREATE RULES
Get smart with Microsoft Outlook and create rules.

Microsoft Outlook rules allow you to automatically perform actions on incoming and
outgoing messages based on the criteria you establish. It can save time and make it
easier to organize your e-mail. For example, you can:

1 Forward to your manager all messages sent by a specific person when they
arrive in your Inbox.

Or

1 Flag each meeting request or meeting update you receive from your manager
for immediate action

Or
T Cr e at ©utaf OfficRorule

In Outlook click on Tools and then Rules and Alerts.

" o
Create Rules

e Prmen Ammaze =

This will bring up the Rules and Alerts menu.
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Rules and Alerts ¥ =

E-mai Rules | Manage Alerts

5 New Rule... |Change Rule {3 Copy... X Delete Run Rules Now... Options
Rule (applied in the order shown) Actions
/| Clear categories on mail (recommended) x

Rule description (dick an underlined value to edit):

Apply this rule after the message arrives
assigned to any category
dear message's categories

Enable rules on all RSS Feeds

Now click on New Rules and you can start to apply rules through the following menu.

Rules Wizard 3

Start from a template or from a blank rule
Step 1: Select a template
Stay Organized
7: Move messages from someone to a folder
-"_] Move messages with specific words in the subject to a folder
1] Move messages sent to a distribution list to a folder
X Delete a conversation
\¢ Flag messages from someone for follow-up
3 Move Microsoft Office InfoPath forms of a spedific type to a folder
f_] Move RSS items from a specific RSS Feed to a folder
Stay Up to Date
9, Display mail from someone in the New Item Alert Window
d) Play a sound when I get messages from someone
3 Send an alert to my mobile device when I get messages from someone
Start from a blank rule
= Check messages when they arrive
=3 Check messages after sending

Step 2: Edit the rule description (dick an underlined value)
Apply this rule after the message arrives
from people or distribution list
flag message for follow up at this time

Example: Flag mail from my manager for follow-up today

Cancel J Next > ] | Finish \

You can see that it gives you a number of options to help you manage your email
and your time efficiently.

Whil e we are working with email messages,
on top of your emails.

9. Categorise emails

You can quickly categorise messages within Outlook with coloured categories to
help classify them or mark them for action. You can use the six colored message
categories to identify items for different kinds of follow-up. For example, use the red
category to mark messages that require immediate attention, and the blue flag for
messages to read later.
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Here, | can also change category hames and colours and even assign a shortcut key

Color Categories ==

To assign Color Categories to the currently selected items, use the checkboxes next to each
category. To edit a category, select the category name and use the commands to the right.

Name shortcut key flens
[7](Z) Blue Category Rename
[][Z) Green Category
[51() Orange Category [ ocete |
[T] [@) Purple Category Color:

[] (@) Red Category
[F]1) Yellow Category

Shortcut Key:

(None) -

OK Cancel

This is a great time management tool.
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10. PIVOT TABLES

|l 6d |Ii ke to share with you a vertyhaptowedrni ua
huge fan of them

They are called Pivot Tables and they allow you to pivot data via drag-and-drop to
produce meaningful information.

A Pivot Table report is an interactive table that you can use to quickly summarize
large amounts of data. You can rotate its rows and columns to see different
summaries of the source data, filter the data by displaying different pages, or display
the details for areas of interest.

Let's suppose you've compiled a large list of datad for example, sales figures for
every product your company makes. You're now ready to extract some meaningful
information from the data, and find answers to questions like:

1 What are the total sales for each product by region?
1 Which products are selling best over time?
1 Who is your highest-performing salesperson?

To answer these and other questions, you can create a PivotTable reportd an
interactive table that automatically extracts, organizes, and summarizes your data.
You can use this report to analyze the data, make comparisons, detect patterns and
relationships, and discover trends.

For example, you can use the data in the following illustration:

Month Year Type Salesperson Units Region
Jan 2010 Dairy Smith 2686 West
Jan 2010 Beverages  Brown 8725 North
Jan 2010 Produce Jones 6715 South
Jan 2010 Dairy Jones 4356 East
Jan 2010 Meat Brown 9662 North
Jan 2010 Produce Smith 1328 West
Feb 2010 Beverages  Jones 3571 South
Feb 2010 Dairy Porter 6758 South
Feb 2010 Beverages  Porter 4953 West
Feb 2010 Meat Smith 4923 South
Feb 2010 Produce Porter 2666 West

...to create a Pivot Table report that displays how each product is selling in each
sales region, firstly select the data, then click on the insert tab and Pivot Tables.
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Il - Microsoft Excel (Trial)
Tnsert Page Layout Formulas Data Review  View a@ =& R
= A
Ol i o <)
Tables llustrations Charts Sparklines Filter Links Text Symbols
Al - Jx | Month L
-
-
A B8] p [E| F | & H 1 ) K L M N P a R s T -
1 iMonth Year Type Salesperson Units Region i
2 {an 2010 Dairy Smith 2686 West e
_3 Jan 2010 Beverages Brown 8725 North Choose the data that you want to analyze
4 llan 2010 Produce Jones 6715 South @ Select a table or range
i]an 2010 Dairy Jones 4356 East Table/Range:
6 ian 2010 Meat Brown 9662 North ) Uise an extemal data source
_7 uan 2010 Produce  Smith 1328 West
_8 Feb 2010 Beverages Jones 3571 South c .
12 E=hERI010/Ds VAN o=t FEDE) Chaase where you want the PivatTable report to be placed
10 {Feb 2010 Beverages Porter 4953 West _
— § @ New Werksheet
_11iFeb 2010 Meat Smith 4923 South © Existing Warksheet
12 }Feb __ 2010 Produce_ _ Porter 2666 West - L
13
14
15 .
16
17
13
19
20
21
22
23
24 |
25
-
44 » W] Sheet1 Sheet? ~Sheet3 /T M4l I [ 0
Point | Count:72 Sum: 78453 | EHE M 1

Average: 3566.045455

Home  Inset  Pageloyout  Formulas  Data  Review  View | Options | Design o @ =@ =
PivotTable Name: Active Field: z| | =] & L % jﬂt l?]@ (g Summarize Values By ﬁE : E i-lj .fl
PivotTablel Sum of Units ] == =i Y 8] show Values As ~
S P : ] | Insert | Refresh ChangeData  Clear Selet Move | . PivotChart Field | </ | Field
EEf Options - % Field Settings = slicer - Source - - PivotTable | [i#l Fields, ltems, & Sets - List |Buttons |Headers
FivotTable Active Field Group Sort & Filter Data Actions Calculations Tools show
A3 - S| sum of Units e
-
-
B c D E F G H 1 J K L M N O | PivotTable Field List v x
o =
2 Choose fields to add to report:
3 [sum of Units !Column Labels |~ [CIMonth
4 Row Labels - Beverages Dairy Meat Produce Grand Total ["]Year
5 |East 4356 4356 [IType
5 North 8725 9662 18387 [Clsalesperson
7 South 3571 6758 4923 6715 21967
8 West 4953 2686 3934 11633
5 Grand Total 17249 13800 14585 10709 56343
10
11
12 E
13
14
15 Drag fields between areas below:
16 ¥ Report Fiter FH cColumn Labels
17 Type -
18
19
20
i Row Labels X Values
21
22 Region ~ | | sumofunis  ~
23
24 =
25
e ™| [C] Defer Layout Update
4 4+ ¥| Sheet4 Sheetl “Sheet2 ~Sheet3 % el [T} ||

|[FEIE @ 1003 (-

Ready |

Then decide what data you want in each row or column and it does all the hard work
for you.

Now if you want to change things around a little let me show you how easy it is.
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If I want to change how the figures are presented, | simply click on Show Value As
and this will now recalculate all the figures as a % of the Grand Total.

Bookl - Microsoft Excel (Trial) PivoiTable Tools _

I
File Home Insert Page Layout Formulas Data Review View | Options | Design

PivotTable Name: Active Field: = ¥ =T 5 4] o=l B3 o= [ig] Summarize Values By ~ a
el ! = e [ 050 G4 ;2

PivotTablel Sum of Units ig] Show Values As ~
; " &, = 1 Insert | Refresh Change Data | Clear Select  Move DlivsmhClngy
(& Options e Field Settings = | (&2 Slicer = - Source ™ - *  PivotTable Mo Caleulation

PivotTable Active Field Group Sort & Filter Data Actions v | % of Grand Total __To

A3 - J | Sum of Units % of Column Total
% of Row Total

% Of..,
A B C D E F G H | ] % of Parent Row Total N

% of Parent Column Total

% of Parent Total...
Sum of Units !Column Labels -

Difference From...
Row Labels ~ East Morth South West Grand Total
Beverages 0.00% 15.49% 6.34% B8.79% 30.61%
Dairy 7.73% 0.00% 11.99% 4.77%  24.49% Running Total In...
Meat 0.00% 17.15% &.74% 0.00% 25.89% % Running Total In..
Produce 0.00% 0.00% 11.92% 7.09% 15.01% Rank Smallest to Largest...
Grand Total 7.73% 32.63% 38.99% 20.65% 100.00% Rank Largest to Smallest...

Index

% Difference From...

W00~ |0 w R

==
|2

More Options..,

funy
]

Oh and what aboutifl 6 d r at her s how htahtiéss ase ad | Gh aerats?
select the table click on PivotChart and ¢

Boolkd - Microsoft Excel (Trial)

Insert Page Layout Formulas Data Review View Design Layout Format Analyze
g W, =B 5 [Py | Bl (Bl B | B & of,
u = = = = = Ay =

Change Save As Switch  Select il — *-f—!l: T ||| S oy, | A, |-y,
Chart Type Template | Row/Column Data -

Type Data Chart Layouts Chart Styles

Chart 2 - I

A B c D E F G H 1 i} K L M N o
1
2
3 Sum of Units Column Labels | ~
4 Row Labels - East North South West Grand Total
5 Beverages 8725 3571 4953 17249
6 Dairy 4356 6758 2686 13300
7 Meat 9662 4923 14585
8 Produce 6715 3994 10709
5 Grand Total 4356 18387 21967 11633 56343 Sum of Units
19 10000 T ———— -
11 i
12 3000 o
T Region -
gLl 6000 |
14 —— W East
= 4000 o mHNorth
16 2000 + south
17 - -
= yest

18 ]
19 —
20 Produce
21 -
= ype
23
24

When you are able to understand how to manipulate data to this extent it will make
you invaluable.
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Even if you already knew about Pivot Tables in previous versions you really should
check out what the latest versions enable you to do. It even allows filters within the
tables.

Get learning and | guarantee it will do your career the world of good.

11. Make your tables stand out and make impact quickly

While we are here let me show you how easy it is to make the table look more
attractive. All you need to do is click on the Pivot Table and this will then display
your contextual Design tab, then just hover over each style to see how it would look.
This is really great because of the live preview function which shows applies the
style your hovering over to your Pivot Table, and then you just select the one you like
best.

Bookl - Microsoft Excel (Trial)
File Home  Insert  Pagelayout  Formulas  Data  Review  View Options | Design | a@ =& R

= =] J] Row Headers Banded Rows

Subtotals Grand | Report Blank  [J] Column Headers Banded Columns
~  Totalsw Layout~ Rows~

Layout PivotTable Style Options

A3 - Jx | Sum of Units

(¢} ? PivotTable Field List v X
i

; Choose fields to add to report: l-'j_'l

ediu
ElSum of Units .CDIumn Labelsﬂ Month
I3 Row Labels R Beverages Dairy Meat Produce Grand TotallSEaie Year

5 East 4356 435( = V| Type
Salesperson

6 North 8725 9662 1838] = ltmite
7 South 3571 6758 4923 6715 2196 = "

7|Region
8 West 4353 2686 3994 1163 =

M Grand Total 17249 13800 14585 10709 563495

10
11
12
12
14

Drag fields between areas below:
7 ReportFilter 4 column Labels

16
w lif Mew PivotTable Style... Type
= B Cear

Row Labels X Values

Here | can change colour and styles easily.

12. Tidy up your charts

If you've ever created two or more charts on a worksheet, you know how tricky it can
be to align them and make them all the same size. Here's the easy way. Click on the
first chart to select it, then hold down the Ctrl key and click on the other charts that

you want to align with each other. When all the charts you want to align are selected,
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right-click on any one of them and choose Size and Properties. This opens the
Format Shape dialog, and the measurements that you enter in the dialogue will be
applied to all the selected charts. After making the charts the same size, go to the
Drawing Tools tab and click on Format. Use the Align dropdown menu on the ribbon
to align the selected charts and to distribute them evenly either horizontally or
vertically.

r ~ S —
Z d 9~ * Wilmott Wigs 2010 Output.sdix - Microsoft Excel
m Home Insent Page Layout Formubas Data Review View Add-Ing Format { O
x Being Forward * = Align *
-] - < — & Eeing , 1= ang 15 =
a & & < Send Backward * | or
—
8 4
& or
. £ £ 3 Abgn
& Sooihonpe 20 E Lol &7 50 50 A [1¢) &7 ez b = 55
& UK Sebiotal 70097 mllneti 708 €% 540 626 €227 6533 6266 6354 TN 53%% “z b an
21 Camadian Factonies
2 DusceprionBay L 4 " €00 00 oW m = L 2] L] 1 b un
23 Masosspn 6985 A % w = &0 ot ] @ 5 %5 0 s . t
20 Cleohor 618 - - =% ws wo %08 5% 2 e wr 553 “ar £ = an g
I 5t Hgpolpe ssas w = %8 %0 boo] L2 2 4 “n L] - <
2 Vano 2 m e s £ 152 =55 " €00 “w ) e O Dt na
3 | Abestord 7267 " »8 [ -5 F=3) e » e %1 4 o %00 Rt e
W FinFlon [T Al we e “ b 670 [ ) 9 m 7 g \
% Canadian Subto 180050 nle o . 17043 14639 w2y w52 "2 nsrs e Mets wooz sy 12953
3 Totad H-\Ml‘.._l 'l 29612 13 31505 27660 28564 26329 23963 25360 29105 21707 21541 A =
a F T
55 Domestic Factories UK. Factories -
o e
“
o
e
]
“
L
4
“
w0
)
52
3]
2]
o
"
-
"
&0

4 4 » M| WIG2010 e

Reatty | 3 B0 60N (-

13. Show Page Breaks in Excel

Have you ever accidently pressed print on an Excel spreadsheet and had hundreds
of pages printed out because you forgot to check where the page breaks appeared
on the page?

Wel |l , hereds an easy atay,ibuatiou don'tneedth gototPhnt s p
Preview in order to see where a page breaks. Click the file button, then under Excel
Options, click Advanced. Under "Display options for this worksheet" click the box

next to "Show page breaks " Now the page breaks are always visible!
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File Home | Insert
== 4 cut
53 copy ~
Paste
- ormat Painter
Clipboard
Al -
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14. Check Your Style

First, Word could check your spelling, and then your grammar; now it can even
critique your writing style. If you're concerned about things like wordiness and
improper use of the passive voice, have Word 2010 check them for you.

Click the file button > Word Options > Proofing. Under Writing Style, select Grammar
& Style from the dropdown. If there are particular areas you don't want Word to
scrutinize, click the adjacent Settings button and then uncheck the appropriate

boxes.
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15. Macros

Macros are a great productivity tool. They allow you to run a series of actions with
the click of a button. Macros help you work smartly.

What is a macro?

Well, for example if you perform a task repeatedly in Word, you can automate the
task by using a macro. A macro is a series of Word commands and instructions that
you group together as a single command to accomplish a task automatically. Instead
of manually performing a series of time-consuming, repetitive actions in Word, you
can create and run a single macro 8 in effect, a custom command & that
accomplishes the task for you in just 1 click.

Here are some typical uses for macros:

1 To speed up routine editing and formatting

1 To combine multiple commands; for example, inserting a table with a specific
size and borders, and with a specific number of rows and columns

1 To automate a complex series of tasks

| dondét have time here today to explain h
themfa st . Theyoll save you so much ti me.

16. Speedy PowerPoint presentations.

PowerPoint has had new life breathed into it and if you have to produce a
presentation quickly,y o u 6 | | be plyecauséeld tnootk nhoaw e t 0 wq
spending hours on it any more. There have been plenty of amazing time saving
tools that have been applied to PowerPoint but | want to look at one that can really
make a difference and that is SmartArt.

SmartArt will make bulleted points come to life quickly.

For example just quickly type the following bullets:
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Presentationl - Microsoft PowerPoint (Trial)

" File (R Insert Design Trans Animations Slide Sh. Revi
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=

$x shape Fill -
4 Z shape Outline ~
Arrange Quick
Styles - ‘=) Shape Effects -

34 Find
25 Replace =
Ly select -

Drawing Editing

Slide 1 of 1 | “Office Theme” |¢ |

Then click on Convert to Smart Art:

With one click, you have converted these boring
bull ets into something
see from the change in toolbars you can change
the SmartArt and colours easily.

m

|[El=@ = 76% (o)

16. SmartArt

Sy ——

Step 4
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17. Take a screenshot

This is another great tool that been added to PowerPoint and now creating
presentations that demonstrate a product/programme is so much easier with
Microsoft Office. You can simply take a screenshot of the page and insert the
picture directly into the document you are working on and then edit it.

Click on insert and Screenshot. This will allow you to either insert a full screen shot
and show you whatos available or you can t

Now that youbve inserted your screenshot
editing tools that are now included as standard.

Click back on the pi ct tiswil ngwbuirey vpethejpictitset | n s §
editing toolbar and then if you want to do some fancy editing right there in the
document you can i even applying effects and styles. Here are a couple of effects
| 6ve applied.

Firstly, | 6m going to change the style of
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