Office 2010 – the Next Step – Tips & Tricks
1. Excel - Moving a block of data to another location
a. Highlight the data area you want to move
b. Move your cursor to the bottom left area of the data until the cursor changes to a black four sided arrow
c. Click and hold the left mouse button and move the block of data to the new position.
2. Excel - Create a quick form for data entry (good for large spreadsheet data entry – up to 32 columns of data)
a. Create a spreadsheet with title of column in first row
b. Highlight the columns of the spreadsheet that are used for data
c. Click on Data – Group – columns   NOTE:  Excel adds a grey bar above your selection.  To remove the bar, click on Ungroup – Clear Outline.
d. Add Form button to your ribbon 
i. Customize Ribbon
ii. Change to All Commands
1. IF adding to your custom ribbon tab, select location to place icon
2. Choose from All Commands the Form button
3. IF adding to a standard tab, create a new group, perform step 2 above and add to the new group you created on the standard tab
e. Click on any cell containing data
f. Click on Form button.  A Form appears with your column names as criteria and blanks beside each criterion for you to enter new data.  Excel will add what you type to the next available row in the spreadsheet.
3. Excel - Checking a spreadsheet for duplicates and removing them
a. Open spreadsheet with data
b. Click on Data tab – Remove Duplicates
c. A Popup box appears with all columns selected.  NOTE:  You have a choice to Select All or Unselect All
d. Choose which fields you want to use to compare for duplication.  WARNING:  Selecting some fields may result in removing records that are NOT exact duplicates (Example:  Choosing City or State or ZIP may not be wise)
e. Excel examines the data for duplicates based on which fields you chose, removes the duplicates and adjusts rows up or down so there are no empty rows within the data range.
4. Word – Quick Parts - For repetitive text, you can use the Quick Parts feature in Word 2010
a. Type the text you use on a regular basis and highlight the text
b. Click on Insert Tab – Quick Parts – Auto Text OR press Alt + F3
c. Go to bottom of box that pops up and click on Save Selection to Auto Text Gallery
d. A box will then pop up with the Name as the first few words or letters of your text.  You can change that to a more understandable label for your Auto Text Block. 
e. You also have the option of inserting the text only, the text as a separate paragraph or the text as a separate page.
f. By default this saves in the normal.dotm (the template that Word opens with) and will be available to any document you create in Word on your computer.
g. You can also use this Quick Parts to save a logo or picture that you use regularly in documents you create. Just follow the above steps for adding it to the Auto Text Gallery.
h. To activate Auto Text from within the document, type the first three letters of the Name of the Auto Text set in step d and press F3, the text or object will be inserted into the document.
i. To delete Auto Text block, click on Insert Tab –Quick Parts – Building Block Organizer.  Choose the text from the list and click on Delete.
j. You can add the Auto Text Gallery to your quick access toolbar by clicking on Insert Tab – Quick Parts – Auto Text and right clicking on any one of the Auto Text blocks and choosing "Add to Quick Access Toolbar".  A quicker way would be to right click on Quick Access Toolbar and choosing "customize Quick Access Toolbar".  NOTE:  You can also add this to the ribbon.
k. Check out some of the Quick Parts Available for use by clicking on Insert Tab – Quick Parts – Building Block Organizer.  Some that might be helpful are watermarks or a manual TOC, scroll down the list and try a few.
l. You can Insert a Quick Part and make changes to the contents and formatting, then save the item as a new Quick Part.
5. Internet Explorer 8 – Accelerators
a. Highlight something on a web page and a blue box with arrow will appear[image: ].
b. Left click once on the arrow icon
i. If the accelerator is preview enabled a preview window will appear EXAMPLE: Map with bing
ii. If not, click on the accelerator you wish to use and it will open a second tab with the results of the search.
6. [bookmark: _GoBack]You can manage accelerators through the accelerator arrow menu (Click on All accelerators – Find more accelerators or manage accelerators.  NOTE:  an accelerator must be set as default in its category for it to show up on initial list.
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