CompuFiciency

Maintain your
Competitive Edge
With a Highly
Trained Workforce

Presented by Brian T Mickley

Investing in your greatest assetd a highly trained workforced made you #1 today and will keep you #1 tomorrow!
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After 25+ years of intense computer use, study,
and teaching, | have learned the average .
computer user isd sadlyd quite limited in Rather than upgrading software

computer skill and knowledge. Professional office :
workers invest so much time and energy in their and hardware' companies must

daily chores that little time remains for enhancing constantly seek to upgrade their
computer skills, even though it is the primary tool .
with which they conduct business. workforce CompuTelligence.

It is fair to say that many computer users are
effective, but most are far from efficient.

How can we remedy this? By beginning to pursue CompuFiciency thru CompuTelligence.

CompuFiciency is more than training people how to use applications like Word or Excel. CompuFiciency

is training a new mindset, a mindset that acknowledges the incredible untapped power of that device
sitingonthedesk,ami ndset that says 060l d .Whecaenputerieanewtdol wi t h 6ol d
requiring new ways.

At least two factors contribute to the relatively
. . unchanged personal productivity dilemma
It is fair to say that many despite huge investments in computer

: hardware and software--Upgrade Fever and
computer users are effective, Process Patterning.
but most are far from
efficient.

UPGRADE FEVER. The typical solution to
office problems? Upgrade to newer, faster computers, more RAM, Windows 2000, then X P é Of f i ce 98,
then 2000é now é2$h6uRl watry Wistd? BvByis this? Because managers subconsciously
hope the new computer or software will fix the endemic problems.

In fact those old computersi in the right handsi can move mountains, launch space shuttles, and design
skyscrapers. The problem is lack of training! Newer faster systems only increases the speed with which
office workers make mistakes if they lack ability
to integrate effectively the applications they only

artially use. ‘ a8
Paraly Faster systems without training
In other words, business needs Compu-telligent only increases the Speed with
employees, and that only comes through . . .
training. which office workers repeat their
mistakes.
So, doné6ét upgradeé trai

PROCESS PATTERNING. Computers replaced typewriters and adding machines. Drive storage replaced
file copies. In many cases personal computers replaced personal secretaries. But everyone kept doing
things the same old way. Initially, a good thingi retain continuity in the workplace. Ultimately, a bad thingi
different tools require different processes!

www.beCompuSmart.com
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The computer was (and remains for many) merely a more expensive and confounding typewriter. And we
dondt even teach typing anymorel!!

Processes in the workplace must change to truly benefit from computerization. The paper-based, forms-
based, carbon copy/copy machine model does not ultimately benefit a modern computerized business
office.

Whenever this happened in your companyé o ne day squst rapacdad gypewriters. Bang! Gone!

The following day workers simply did what they did the day before T now using a computer instead of a
typewriter. Existing processesd all paper-orientedd were (mis)applied to the new computer.

Many managers now realize nothing has really changed despite all of the money spent on computers.
Why? Because swapping tools (computer for typewriter) without changing processes resulted in cosmetic
changes but was unlikely to yield substantive changes.

Whatever training was provided was application-specifici Microsoft Word or Excel or Outlook, etc. But
what was not taught was how to migrate mindsets and processes from paper-centered to technology-
centered.

Busy professionals must rely upon staff or

consultants to (1) research appropriate .
technology, and (2) integrate it into their existing One day CompUterS JUSt rePIaced

infrastructure .and bus_iness processes. Many typewriters. Bang! Gone!
have taken this step time and again pursuing

upgrade after upgrade. Yet they typically
continue running the business in a paper driven
fashion.

The following day workers simply did
The next technology revolution in business must

be C_om_quicier}cy educationd and not what they did the day before i now
application training. using a computer instead of a
We need business workers who understand how typewriter.

to work a computer in ways that maximize
CompuFiciency.

www.beCompuSmart.com
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Please visit www.beCompuSmart.com to see much more training feedback.
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Stark State College Continuing Education CompuFiciency 101 feedback:

3. What did you like most about this course? *Great information. *Instructor addressed all individual
needs. *Everything. *Many time savers. *Content is very informative. *A lot of good information covered,;
moved quickly from one topic to another. *Ability to flow with needs of participants rather than a rigid
curriculum. *Everyone had plenty of opportunity to share and get help with things they needed.

4. What improvements would you recommend? *Session broke down to more classes; too much too fast.
*Two days; there is a lot of information to cover also it is great that the information is available online to
check out later and take time to digest the information. * Just more time; feel like we barely got started.

5. Additional comments? *At times a little too fast screen to screen. *Very good. *Brian presents his
information very well. *I am a beginner computer student; it was a little over my head; but | need to be
around this, it shows me how far | have to catch up. *I highly recommend this course. *| liked that Brian
was willing and happy to answer questions; he was excited about the information.

www.beCompuSmart.com
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REPEAT THE LAST ACTION
Herebs a handy trick to know.

We often find ourselves making an editing decision that we then need to reapply throughout an entire
document or spreadsheet. Forinstance, you may want to change the indent of your paragraphs.

AslongasyouDONOG T MAKE A NACTIONS]yolrcan repeat that action throughout your

document. | t s as si mple as selecting the F4 key.
This is one of those understated CompuFiciency tricks.

Repeat the Last Action

Actions are generally defined as things you do with menus and title bars, like merging,
formatting, running macros, etc, not typing in a cell. Sometimes you may like to repeat
the | ast action easily, without going back through

Shortcut: Repeat the Last Action

Keys to press:
F4

» Returnto Top| Permanent Link to this article

RECLAIM YOUR DESK - MOUNT THE MONITOR

If you really want to maximize efficiency in the office environment, there are a few no-brainer steps you
need to take. Besides a cordless keyboard and mouse, and double-monitors (the obvious choice being
flat-screen monitors), the next improvement is to mount your monitors above the desk surface.

Most all newer flat-screen monitors come with industry-standard bracket mount holes already

manufactured into the design. Your task is simply find a mounting system suitable to your office/desk

environment. There are poles, swivels, telescopes, directtowall,etc. Googl e 6fl at screen mon
br acket s dillfand ah impresgive wariety spanning a range of prices. Pick the one that matches

your budget and workspace layout.

| purchased two mount brackets on EBay for $9.99 eachi very rudimentary but all | needed. What was for
years a tight, keyboard nearly in my lap workspace is how a spacious work area.

Two screens at perfect eye level, above the desk, and all for around $20. Who WO U L D NndaKe that
investment!

» Return to Tog Permanent Link to this article

VOICEMAIL AS EMAILED TEXT - WHAT A GREAT SOLUTION

This is the next best thing to a memory! Each voicemail is transcribed and sent to your email account
and your cell phone.

www.beCompuSmart.com
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Not only does it take seconds to scan to the most important parts, it gives you a written archive for those
things you would like to retain, act upon, forward to a colleague or assistant, etc.

http://phonetag.com/newsandevents.htmli s wher e y o udnd-domihgibusieesd dreansl Amdp
the price is right, too.

Formerly called SimulScribe, PhoneTag is a voice to text service. To be precise, PhoneTag converts your
voicemalil into text messages and then sends them directly to your mobile phone, Blackberry, and/or your
email account.

» Return to Tog Permanent Link to this article

2009 CALENDAR ON MULTIPLE WORKSHEETS - BY MICROSOFT

Visit the Microsoft site [click here] to download an Excel workbook nicely preformatted as 2009 calendar,
one page for each month.

I't6s business ofédvandthe most simpleargumenirigjusysaving money.

There are also other templates available, and | got this idea from the AutomateExcel.com web site. | like
to give credit where itbdés due!

» Return to Tog Permanent Link to this article

FREE DOWNLOAD LETS YOU CREATE YOUR OWN PDF FILES

Letdés face it, the PDH ff iyloas 6freer matt icg elmdriengt d¢ hetma f.or

vital key documents as PDF formatted files, then you may want to reconsider 8 especially given how
inexpensively you can begin creating your own PDF files.

There are many solid business reasons to embrace PDF files, not the least of which is security for the
recipient. | can assure you that | do not download any file format other than PDF or HTML, and other
knowledgeable users are equally as wary.

Admittedly, not everyone has the budget to purchase the full-fledged Adobe Acrobat. But on the other
hand,unl ess you need the full power of that suite
generate these important files.

You may not realize that cr eat i n@heanlyBdddd stépiislseecting
the PDF print driver rather than your standard printer. The file you saved as a PDF is then available on
the network to email, print, or simply store for future use.

There are any number of open-source free programs available for download that create PDF files. One
worth looking at is doPDF at http://www.dopdf.com/.

» Return to Tog Permanent Link to this article

NEED MORE ADVANCED PDF FILE CONVERSIONS?

www.beCompuSmart.com
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As mentioned in a previous post, PDF files are highly prized in the business sector. Yet it is equally true
that not all small businesses need or can afford the full weight of Adobe Acrobat.

But dondt | i mi for-ngne mentaligy] Manybpyograms exastlwhich afford you considerable
capability at a fraction of the cost. Check out the free Print2pdf download available at . Here is what the
folks at LifeHacker.com had to say about it:

AiLi ke other PDF apps, Print2PDF installs itself as
can add watermarks, passwords, change the read/edit/print permissions, add

attachments and auto-email, manually change the compression levels, and do much

more. Print2PDF also integrates itself directly into Microsoft Word, Excelt, and Internet

Explorer, and supports encryptbabtymordtbanthesensi ti ve doc
average home user needs, but office workers may find its options seriously handy.
Print2PDF is a free download for Windows systems on

» Return to Top Permanent Link to this article

SAVE TIME AND TYPING WITH OUTLOOK 2007'S QUICK PARTS

Click here to go to originalweb post: St ep By St ep: Save Time and Typing wit
Parts

Outlook 2007 users, if you find yourself entering the same things into

email messages, you should take a look at the Quick Parts feature,

which saves snippets of both text and images for easy reuse. While Gina

briefly mentioned this feature in her guide to Tweaking Outlook to empty your inbox faster, | et 6s t ake a
closer look at how to use it.

Open up a new email and create the fAiQuick Parto that vy
save for later re-use, then find Quick Parts in the Text section, and
choose NASave Selaectt iGan Iteor y@ui ck P

www.beCompuSmart.com
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NAME, ]

I regret to inform you that your geek license has been revoked
for failure to use keyboard shortcuts.

Thanks,

How-To Geek
geek@howtogeek.com
http://www.howtogeek.com

Give it a name and a brief description so you can easily find it later.

Create New Building Block

Mame: |Geek License Revoked

Gallery: | Quick Parts

Category: | General

Quick email revoking Geek License.
Description:

Save in: |NurmaIErnaiI

x|
Options: | Insert content only Izl
)

o) (oo
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Now, any time you want to enter that snippet of text, you can simply
pick it from the drop-down button menu. Hovering your mouse over it
will show you the description that you entered above.

A 44 A Drop Cap n A=

' ' (53 Date & Time A=
Text | Quick |Wordart . Equation Symbol Horizontal
Box~ |Parts~ - *ge| Object v v Line

General

Geek License Revoked

INAME,
I regret toinform you that TWFFEI:RFM has been revoled for failune to wse keyboard shortouts.

Thanks,

How- Ty Gtk

peek @howlogeek.com
hitps/fwww howiogeek com

If you want to edit your Quick Parts, you canright-c | i ck on any one of them, and ch
Deleted from the menu.

» Return to Tog Permanent Link to this article

ADJUSTING THE FONT SIZE OF YOUR OUTLOOKEMAI LS FOR OREXDABI L

Adjusting Font Size

If the information in the email is too hard to read, you may want to adjust the size of the font used to
di splay that i nformati on.-mdielienésérelbrbwsers:t o do it in vari ol

1 Outlook Express: Hold down the Ctrl key as you turn the scroll wheel on your mouse. Or, open
the message in its own window and use View | Text Size to specify a font size.

1 Outlook 2003: Hold down the Ctrl key as you turn the scroll wheel on your mouse. Or, open the
message in its own window and use View | Text Size to specify a font size.

1 Outlook 2007: Hold down the Ctrl key as you turn the scroll wheel on your mouse. Or, open the
message in its own window and click Other Actions | Zoom to pick a viewing magnification.

See the full article here [www.tips.net]

» Return to Top Permanent Link to this article

NOT A GOOD TYPIST?? HAVE YOU TRIED DICTATION SOFTWARE?

www.beCompuSmart.com
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Right now | am speaking into my headset microphone and have not touched the keyboard at all. The only
error that | see is the addition of one extra question mark above.

For those who do not like to type, or cannot type, or those who simply want to jot thoughts or
instructionsé perhaps dictation software is a great sol

The version | am using is called Dragon naturally speaking and it is probably the most highly regarded at
the moment. A little of training and a half ways decent microphone,andyou 6r e of f and running.

This entry took me less than two minutes to write and | have not touched the keyboard, so you can see
that the accuracy is pretty darn good!

» Return to Top Permanent Link to this article

EXCEL CALCULATIONS IN THE BLINK OF AN EYE

You | ikely have never-agandecatcaator ifctRedosvér dight cdrrenofithe status
bar (2003).

Simply highlight a range of cells (contiguous or not) and the running sum (or average, min, max, etc) is
reflected at the bottom.

RIS m—m ~lois
4u% > 2% [ |
BLEn R e et fpes e es peie e Adge TP o

SR T T T SR R P R O

In the example, the range C409:C416 totals 183.80 as is shown at the arrow pointer. All | did was select
the range!
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In this example (the four selected blue cells) total 114.85. Very compuFicient!

To change the calculation (function), right click on the gray bar area and the menu (below)
appears. Chose your preference.
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» Return to Top Permanent Link to this article

GOOGLE DESKTOP - "INFORMATION WHEN YOU WANT IT, RIGHT ON YOUR
DESKTOP!"

If you find Google handy for web searches, imagine bringing that same deep-search capability to your
desktop.

And that is exactly what Google Desktop does. It searches your entire PC and catalogs the
contents. You then query your computer to find information t
web. Talk about compuFicient!

Herebs what it |l ooks I|ike after | @itdhaat Osse aarbcohu tf arh eA O
di ffer encelhaw éails, 9dileseapd some web history. Click each category to see which is
t he Or i denytcadl!! one.
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Here is what Wikipedia has to say:

After initially installing Google Desktop, the software completes an indexing of all the files
in the computer. And after the initial indexing is completed, the software continues to
index files as needed. Users can start searching for files immediately after installing the
program. After performing searches, results can also be returned in an Internet browser
on the Google Desktop Home Page much like the results for Google Web searches.

Google Desktop can index several different types of data, including email, web browsing
history from Internet Explorer and Mozilla Firefox, office documents in the
OpenDocument and Microsoft Office formats, instant messenger transcripts from AOL,
Google, MSN, Skype, Tencent QQ, and several multimedia file types. Additional file types
can be indexed through the use of plug-ins.[ll Google Desktop allows the user to control
which types of data are indexed by the program.

I have found this invaluable. Download, install, and begin using ittoday. Yo u 6 | | not bgetdi sappoi
it here

» Return toTop | Permanent Link to this article

FOLDER & FILE NAMING CONVENTIONS - A GREAT PAYBACK FOR THE TIME
SPENT!

Storage capacity keeps growing (160 gig drive for under $100!!), and the number of RETAINED folders
and files increases exponentially. Many people, rather than create well-organized folder systems, simply

keep making copies of 6important filesdé and saving it
The problem with the make-multiple-copies-of-files approach istwo-fold. Fi r st , si mply having a
to revert to does no good if you cannot locateit. Second, working on any o6copyd6 of
there is more than one is a recipe for disaster becauseth e odds are great that youdll
others. You will then be in the same bo8INGLE oopyissthearmret ed i né t
most recently updated. Al | of t he 0 o-tf-datecandpotentady wiahouwe valoeu t
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Rather, you MUST FIRST implement an analyzed, structured, and disciplined, folder tree
system. NEXT, you must create a meaningful file-naming convention and stick to it. LASTLY, you must
back-up the folder tree, the critical branches, or the specific folders which contain business-critical data.

né LI KE GETTAT NRE (NEWTABLE IF YOU DRIVE ENOUGH)
DATA LOSS IS A STATISTICAL PROBABILITY. THE MAGNITUDE AND
COST ARE THE ONLY VARI ABLES. 0

Let me show my own 6treed as an efHectwanpdffar nosdteariteriaf r om per f
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Note that | have created 0l dgeatedalddve fdrreacl of the irfstdutionss pe c i a l |
where | teach (W:) and (S:). | also have one entire drive that is solely for all corporate data (I:) and
another for the beCompuSmart initiative (K:).

Under each drive is a folder tree directory. Under (W:) you will find these fold
own folder, syllabus materials their own, text book data yet another.
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Now, anything | create or receive for this institution must go in one of these folders, or into a new one
created UNDER the Walsh(W:) drive. This is old news to many, but certainly foreign to far more
computer users than necessary. Even savvy, heavy computer users, far too often reveal a mile-long list
of files stored on 6MyDocumentso6 !

The NEXT step is proper NAMING of files to ensure they can be located when needed. This can be
incredibly simple or highly complex. What it candét b ec, whighigtlesaircenofaithe ad ho
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problems. Besides a detailed enough descriptive file name, the first thing every user should take into
consideration is the SORTING CAPABILITY Windows Explorer file views. If you create file names that
will GROUP themselves automatically and then SORT themselves within that group, you have 87.3% of
your problem solved!

Some examples: Agendas may be | abeled 6Agenda May 08.docbd, O6A
08.docé6, and O06Agenda May 08 minutes.docd 6Agenda Juh O
mi n ut e Fheseavould sort themselves into all agendas located along with their corresponding

minutes grouped tother when you click the sort by file name feature. What 6s t hatt §@ut e k@r ay
box on top of the file list. You can also sort by date (my most frequent sort) so the most recently used

file pushes to the top.
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How do | do this? | sel ect an existing file name atodnsueedhet it i n

similarity and pattern remains.

Other file naming conventions are more elaborate, and more valuable. In this example below, each client
estimate or invoice is automatically saved with the following fields:

Client name _ Invoice Number _ Status (Estimate or Invoice) _ Dollar value _ Date
generated. Now any sort will put any sales staff within reach of all orders or estimates
ever created for a given client, and provide enough information to decide WHICH IS THE
CORRECT ONE to open.
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NOTE: you can take this concept even further by adopting file properties, as discussed in other posts.

The final piece of the puzzle is backups. That is a highly personal matter, there are a zillion ways to go

about it, and many are quite cheap and easy. So why do so many businesses and workers neglect

it? Per haps because theybve never | ost weeks ®&impleffort,
luck. Like getting a flat tire (inevitable if you drive enough) data loss is a statistical probability. The

magnitude and cost are the only variables.
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TWO DOCUMENTS FROM ONE WITH '"HIDDEN TEXT' IN WORD

Very often a professional needs to create similar documents for internal and/or external use. This can be
as simple as a teacher creating a test for students (external) and making a second version with the
answers (internal). Or, a project proposal to a client (external) created from a version with all of the in
house narrative and computations (internal).

The good news is thisi with some compuTelligence, that is really only ONE document, displayed TWO
ways. We make use of Wordds text format 6éhiddend checkbox

Here is a very simple macro (VBA code) tolaftdtlothis or hi de
to a user created toolbar button and my one document becomes two documentsi one for internal usage
and another for external publication.

Very compuFicient way to avoid duplicating effort.
How is this valuable to me, you ask?

Say you have to create an agenda. Butyouals o need 6t al king pointsé to remind
etc. For mat everything you want the world to see normally
t e xTthén.print the two different views and distribute as appropriate.

Or, create a PDF while the hidden text is hidden, andthenun-hi de t he text for O6internal
before saving.

Many uses for a compuTelligent user armed with this little technique.

Dondt |l et the VBA orlfmagoo soade %Koo waddihdtelbart echni ques
buttons or creating macros, simply turn the text on and off manually. Here is a link explaining how easily
it is done. [Hide/Show Word text]
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