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ABOUT COMPUFICIENCY 

After 25+ years of intense computer use, study, 
and teaching, I have observed that the average 
computer user isðsadlyðquite limited in 
computer skill and knowledge. Professional office 
workers invest so much time and energy in their 
daily chores that little time remains for enhancing 
computer skills, even though it is the primary tool 
with which they conduct business.  

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

How can we remedy this?  By pursuing CompuFiciency.  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 sitting on the desk, a mindset that says óold 
waysô worked with óold toolsô.  The computer is a new tool requiring new ways. 

At least two factors contribute to the relatively unchanged personal productivity dilemma despite huge 
investments in computer hardware and 
software--Upgrade Fever and Process 
Patterning.  

 

UPGRADE FEVER. The typical solution to 
office problems? Upgrade to newer, faster 
computers, more RAM, Windows 2000, then 

XPé Office 98, then 2000é now 2003 and 2007é should we try Vista? Why is this? Because managers 
subconsciously hope the new computer or software will fix the endemic problems. 

In fact those old computersïin the right handsïcan 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 partially 
use.  

In other words, business needs Compu-telligent 
employees, and that only comes through 
training. 

So, donôt upgradeé train, train, train. 

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 thingïretain continuity in the workplace. Ultimately, a bad 

thingïdifferent tools require different processes! 

The computer was (and remains for many) merely a more expensive and confounding typewriter. And we 
donôt even teach typing anymore!! 

Rather than upgrading software 

and hardware, companies must 

constantly seek to upgrade their 

workforce CompuTelligence. 

It is fair to say that many 

computer users are effective, 

but most are far from 

efficient. 

 

Faster systems without training 

only increases the speed with 

which office workers repeat their 

mistakes. 



CompuFiciency 101   Stark State Continuing Education page 3 of 76 

Get your FREE customized CompuFiciency Seminar quote email brian@mickley.net or call 330-705-0427 
Check latest updates at www.beCompuSmart.com  

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. 

When did this happened in your company? In one day computers just replaced typewriters. Bang! Gone!  

The following day workers simply did what they did the day before ïnow using a computer instead of a 
typewriter. Existing processesðall paper-orientedðwere (misapplied 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-specificïMicrosoft 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 infrastructure and 
business processes. Many have taken this step 
time and again pursuing upgrade after upgrade. 
Yet they typically continue running the business 
in a paper driven fashion. 

The next technology revolution in business must 
be CompuFiciency educationðand not 
application training.  

We need business workers who understand how 
to work a computer in ways that maximize 
CompuFiciency. 

  

One day computers just replaced 

typewriters.  Bang! Gone!  

 

The following day workers simply did 

what they did the day before ïnow 

using a computer instead of a 

typewriter. 
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COMPUFICIENCY 101 

TESTIMONIALS 

Please visit www.beCompuSmart.com to see much more training feedback. 

     

CLICK on images to ENLARGE 

   

 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 I need to be 
around this, it shows me how far I have to catch up. *I highly recommend this course. *I liked that Brian 
was willing and happy to answer questions; he was excited about the information.  

  

http://becompusmart.com/wp-content/uploads/2008/11/windowslivewritertestimonialsuniversitystudentsadultconti-10343image-2.png
http://becompusmart.com/wp-content/uploads/2008/11/windowslivewritertestimonialsuniversitystudentsadultconti-10343image-4.png
http://becompusmart.com/wp-content/uploads/2008/11/windowslivewritertestimonialsuniversitystudentsadultconti-10343image-10.png
http://becompusmart.com/wp-content/uploads/2008/11/windowslivewritertestimonialsuniversitystudentsadultconti-10343image-14.png
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BASIC SPEED AT THE Keyboard 

MONEY MOTIVATE$ TIME I$ MONEY. THE POWER OF $ECOND$ 

We all know money is time, right?  Want to add a free week to your work year?  Your admin 

specialist?  Let me show you how. 

Say you learn 50 CompuSmart ways to save 10 seconds a day.  500 seconds = 8.33 minutes 

8.33 minutes X 250 work days per year = 2,083 minutes. 

Thatôs 34.7 hours, 4.34 days, or NEARLY ONE WEEK  -  $aved by the $econd. 

Applying compuFiciency will net an office worker 50 opportunities to save 10 secondsïtake my word on 

it!     - TOC -  

RIGHT-CLICK, POP-UP MENU... #1 TOP TIME-SAVER BEST TIP $$$ CAN BUY! 

Whether you call it óright-clickô, ópop-up menuô, or ócontext-

sensitiveô helpé itôs among my TOP favorite tricks.  

If you develop the right-click habit, 99% of the time your desired command is right there: copy, paste, 

format, bullets and numbering, etc.  

Even better, commands that should be available in a given location usually are available. Thatôs the 

ócontext sensitiveô part. In a table, youôll find menu items (borders, add row, delete column, etc). In a 

chart, youôll find chart menu items.  

The message is this: no matter where you are
** 

in any MS Office application, simply place your cursor on 

the desired object, right-click, and youôll find what command youôre seeking.  

**  
Exceptions exist, of course.  But youôll be money ahead by developing the right-click habit and 

OCCASIONALLY not finding, rather than ALWAYS SEARCHING COMMAND MENUS. 

Watch this.  In a normal Word document you might find these command options by right-clicking 

http://becompusmart.com/?p=27
http://becompusmart.com/wp-content/uploads/2008/05/windowslivewriterrightclickpopupmenu1toptimesaver-e3524xstar-2.jpg
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But right-click in a table and youôll get a different menu of options (likeliest ones youôre needing) 

 

And on a photo you get an entirely different set of menu options. 

 

In most cases, youôll find whatôs needed simply by right-clicking WHERE ITôS NEEDED 

http://becompusmart.com/wp-content/uploads/2008/04/windowslivewriterthesinglebesttipcanbuyrightclickawesome-11906image-4.png
http://becompusmart.com/wp-content/uploads/2008/04/windowslivewriterthesinglebesttipcanbuyrightclickawesome-11906image-6.png
http://becompusmart.com/wp-content/uploads/2008/04/windowslivewriterthesinglebesttipcanbuyrightclickawesome-11906image-8.png
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Note:  this applies to all MS Office applications and most well-written Windows productivity programs.     - 

TOC -  

COMBINATIONS ARE DYNOMITE. MY ONLY WORN OUT KEY-THE CTRL- KEY! 

Canôt remember the most time-saving aid in Windows you say?  Try thisé  

Just remember theyôre on the bottom left row of keys and youôll be 99.5% there.   

 

Ctrl-B - turn bold on/off or bold the selection  

Ctrl-V - Paste from clipboard 

Ctrl-C - Copy selection to clipboard 

Ctrl-X - Cut selection 

Ctrl-Z - Undo 

Just learning these five key combination shortcuts is bound to save any active office worker oodles of 

time.  Try it.     - TOC -  

CTRL-DELETE 

RAPIDLY deleting entire words canôt get much easier than this.  Put your cursor in front of the word, hit 

Ctrl- with right thumb and delete with right ring finger.   

Trust me, youôll never go back to using the d-e-l-e-t-e key or cheating and b-a-c-k-s-p-a-c-i-n-g whole 

words.   

Why would you?     - TOC -  

SINGLE CLICK TO THE DESKTOP AND BACKðWINDOWS-D 

Multi-tasking business users typically have lots of desktop icons and lots of applications up-and-running. 

Peeling them back to get to the desktop can be time-consuming unless you know about Windows-D 

(lower left on your keyboard). 

Pressing the Windows-D key combo exposes your desktop instantly. A second time and youôre back 

to where you were.  

http://becompusmart.com/wp-content/uploads/2008/04/windowslivewriterctrlkeycombinationsaredynomite-f17cimage-4.png
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Learn it.  Use it.     - TOC -  

WINDOWS-E FOR EXPLORER WINDOW (MY FAVORITE KEY COMBINATION) 

Bet you didnôt know that hitting the Windows-E (key in lower left of keyboard with Windows logo) 

combination would bring up the Explorer in a jiffy! 

If youôre like me, always jumping all over the network, searching through folders and files, then this is the 

perfect tip to make you more COMPU-ficient today. 

Simply hit Windows-E and this pops up pronto! 

     - TOC -  

'SELECT ALL' - ONE STROKE GRABS THE ENTIRE PAGE, LETTER, EMAIL, ETC 

Just like the previous post, the need to HIGHLIGHT AND SELECT AN ENTIRE TEXT 

happens all the time for power users. 

Very simple again:  select óCtrl-Aô to select everything, and then (likely) óCtrl-Cô to copy it. 

Quick, quick, quick!  One more way a CompuFicient user can do so much in so little time.     - 
TOC -  

JUMPING TO THE END/BEGINNING OF A DOCUMENT 

Whether itôs Word, Excel, email, or most anything else, there are thousands of times we go from 

the bottom to the top and back again.   

Very simpleé toggle between óCtrl-Endô and óCtrl-Homeô to quickly jump around the 

document, spreadsheet, etc.   

Another SIMPLE but big time-saver to maximize CompuFiciency!     - TOC -  

A HUGE TIME-SAVER... THE QUICK LAUNCH BAR 

http://becompusmart.com/wp-content/uploads/2008/05/windowslivewriterwindowseforexplorerwindowmyfavoritekeyco-128f1image-2.png
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Down at the bottom of the screen, just to the right of your óStartô button is a gold mine called the óQuick 

Launchô toolbar. 

CompuFicient users put links (icons) to their most frequently used applications here.  Then, you NEVER 

have to wade around menus, desktops, etc. to start your applicationsé just click the readily available 

links! 

 

Hereôs how 

1. Right click on the gray area of the bottom toolbar 
2. Make sure the óLock the Taskbarô option is NOT SELECTED 
3. Click up to the óToolbarsô option on that same menu and 
4. Turn on Quick Launch toolbar option  
5. Thatôs all there is to turning it on (enabling it)  

 

How to use it 

1. Drag an application icon from your desktop to the óQuick Launchô toolbar 
2. Release the icon 
3. Click the new icon to launch the application 
4. You can also drag application icons from the menu bar after hitting óStart, All Programséô 

This one is a dandy!  Once youôve tried it, youôll never go back to the Easter egg hunt of old!     - TOC -  

ANOTHER absolute FAVORITE - ROBOFORM web password manager 

RoboForm Web Password Manager  RoboForm Web Site 

Best $29.95 money can buy for busy Internet users.  

If you do much business work on the Internet AT ALL, the odds are youôll love this program as much as I 

do.   

Imagine never needing to login to sites again, remember countless login names and passwords.  Imagine 

completing tedious forms requesting basic name, address info in one clické well, you get it.   

http://www.roboform.com/php/pums/rfprepay.php?lang=en
http://becompusmart.com/wp-content/uploads/2008/04/windowslivewriterahugetimesaverthequicklaunchbar-e52aimage-6.png
http://becompusmart.com/wp-content/uploads/2008/04/windowslivewriterahugetimesaverthequicklaunchbar-e52aimage-41.png


CompuFiciency 101   Stark State Continuing Education page 13 of 76 

Get your FREE customized CompuFiciency Seminar quote email brian@mickley.net or call 330-705-0427 
Check latest updates at www.beCompuSmart.com  

ALL is now done with a simple click due this brilliant and inexpensive little browser (Internet Explorer, 

FireFox, etc)  

 

         

How it works 

1. Install the browser add-in  
2. Give RoboForm some contact information (donôt worry, itôs all secure) and even credit cards if you 

order much online  
3. Browse to any site requiring a login and password or contact information  
4. When you are prompted for First Name, Last Name, Phone, etc.  RoboForm pops up and allows 

you to automatically fill it in with one click  
5. When you navigate to a password protected site, as soon as you óSubmitô your login, RoboForm 

intercepts it and asks if you want to save it?  You click óYesô and from now on  RoboForm enables 
you to click DIRECTLY to that site and does the filling in for you!  You can zip through five 
password protected sites (e.g.  bank account, web mail, personal Google or Yahoo account, 
company or school intranet login) in seconds. 

Talk about CompuFiciency! Tools like RoboForm will save you oodles of time immediately.   

Disclosure: I am not getting one dime for this recommendation.     - TOC -  

FORMATTING AS YOU GO JUST SLOWS YOU DOWN! TRY THE FORMAT 

PAINTER 

If youôre like most people, you want the words to look perfect as soon as you type them.  So, you spend 

time bolding, underlining, centering, numbering, etc. 

Donôt waste your time.  Itôs far more CompuFicient to do it after all of the editing is done.  Once youôve 

got the content nailed, then start at the top and select something that needs formatted (bold, colored font, 

underlined, etc) and format it.  Then, with it selected, double-click the format painter and óapplyô that 

format everywhere it is called for.  Do the same with other formats. 

 

Note:  single click only gives you ONE chance to apply the format elsewhere.  Double-click stays on until 

you click it off (or hit Esc).  Remember that or youôll get frustrated! 

This is REALLY helpful for compound formats like a red, bold, underlined text.  One double-click loads 

your paintbrush for applying it all over the place!     - TOC -  

http://becompusmart.com/wp-content/uploads/2008/04/windowslivewritermyabsolutefavoritefindthisyearroboformwe-e51eimage-6.png
http://becompusmart.com/wp-content/uploads/2008/04/windowslivewriterdonitjustslowsyoudownlearntousetheforma-f641image-21.png
http://becompusmart.com/wp-content/uploads/2008/04/windowslivewritermyabsolutefavoritefindthisyearroboformwe-e51eimage-2.png
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REPEAT THE last action 

Hereôs 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.  For instance, you may want to change the indent of your paragraphs.   

As long as you DONôT MAKE ANY OTHER ACTIONS, you can repeat that action throughout your 

document.  Itôs as simple 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 last action easily, without going back through the menus again, thereôs a shortcut! 

Shortcut: Repeat the Last Action - Keys to press: F4     - TOC -  

RAPIDLY SWITCH BETWEEN APPLICATIONS - 'ALT-TAB' 

If you ever find yourself referring back and forth between two different programs (say a web browser and 

word processor, or email and accounting package) then youôre going to love óAlt-tabô which alternates 

you between most recent programs. 

Casual users may press Alt-Tab once to alternate between the two most recent tasks, but used to its full 

potential, repeatedly pressing Alt-Tab can switch to any running program.     - TOC -  

KEYBOARD SHORTCUTS - KEYS FOR THE OFFICE INTERFACE 

Keyboard shortcuts ï Excel ï Microsoft Office Online 

Keyboard shortcuts lists are all over the place. Here is one that neatly organizes and catalogs the 

entire Microsoft office suite in a very handy fashion.   

Browse the page and see how many new ones you can learn that fit within your work style ð 

everyone has different requirements and not everyone benefits from the same set of 

shortcuts.  But everyone benefits from shortcuts THAT MATCH THEIR OWN PERSONAL 

WORK REQUIREMENTS ð learn yours! 

GENERAL COMPUTING 

PLACE A CALCULATOR ON 'QUICK-LAUNCH' TOOLBAR 

1. Us computer users routinely need a calculator 
2. A FREE calculator comes with the operating system (buried 5 layers deep!) 
3. Take 68.3 seconds and make it one click away ð NOW! 

http://www.automateexcel.com/2004/08/15/excel_shortcut_repeat_the_last_action/
http://office.microsoft.com/en-us/excel/HP052037811033.aspx
http://becompusmart.com/?p=126
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Hereôs how: 

1. Drill down your Start, Program menu to óCalculatorô 
2. Right-click on óCalculatorô 
3. Select óSend Toô 
4. Drill overdown to óDesktop (create shortcut)ô 
5. Close Start and Program menus 
6. Go to Desktop.   
7. Drag the óCalculatorô shortcut icon to the óQuick Launchô toolbar 
8. Launch óCalculatorô     - TOC -  

WIRELESS KEYBOARD / MOUSE ï DE-CLUTTER YOUR DESKTOP 

Desktop space and computing freedom are priceless, so why not make the most of them? For less than a 

meal for two you can cut two cords that bind you more than any others.  

Just like your cordless phone, your keyboard and mouse are paired to a tiny receiver, and all inputs are 

made without wires. Talk about liberating. For a business computer user, itôs greater than a TV remote or 

the cordless phoneðand you have invested in these, right?  

Time to install: 5 minutes. Cost: as low as $29.99 for a Logitech EX110 at TigerDirect.com. Payback: 

priceless.     - TOC -  

CUSTOMIZE YOUR MS OFFICE TOOLBARS 

We do not need to accept Word or Excel as they come óout of the boxô.  Yet very few people 

ever bother to adjust the toolbars to their own tastes.  Itôs not difficult, so perhaps you just didnôt 

know you could personalize it so easily? 

Do you frequently have to DIG THROUGH MENUS to find an often-used command?  Letôs 

learn how to put that command one click away on the toolbar. 

Have you recorded macros you would like to óclick onô to execute?  No problem. 

http://becompusmart.com/?p=126
http://becompusmart.com/wp-content/uploads/2008/05/windowslivewriterplacecalculatorinquicklaunchtoolbar-11e0eimage-2.png
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Are you in a technical environment where you frequently do the very same thing?  Make your 

own toolbar and perhaps even associate it with a template. 

Do you have toolbar buttons you have NEVER used?  Weôll show you how to get rid of them.  

Using Word (Excel is nearly identical), hereôs how: 

Right-click somewhere on the menu bar (I prefer the blank gray space) to display the toolbars & 

menus óCustomizeô option 

 

Click óCustomizeô which brings up this rather confusing dialog box.  This crucial step has the 

effective of placing toolbars and menus into an óEDIT MODEô of sorts.  You can SELECT 

ANY EXISTING ICON AND DRAG IT ELSEWHERE ON THE TOOLBAR to suit your 

preference or workplace needs. 

 

http://becompusmart.com/wp-content/uploads/2008/10/windowslivewritercustomizeyourmsofficetoolbars-8e1eimage-2.png
http://becompusmart.com/wp-content/uploads/2008/10/windowslivewritercustomizeyourmsofficetoolbars-8e1eimage-4.png
http://becompusmart.com/wp-content/uploads/2008/10/windowslivewritercustomizeyourmsofficetoolbars-8e1eimage-6.png
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WHILE THAT DIALOG BOX IS SHOWING you can RIGHT-click on any existing toolbar 

icon and DELETE it if you wish. 

With the óCommandsô tab selected (as shown above) you may also click any of the 

CATEGORIES in the left panel which then exposes the COMMANDS in the right panel (note: 

the scroll bar exposes many more).  After you locate your desired command on the right panel, 

select it by clicking and holding with the left mouse button.  DRAG the command (left button 

still held) up to the desired toolbar location and DROP it there by releasing the mouse button. 

I have indicated that with the óApplyHeading1ǋ command below. 

 

Note that you can also install macro buttons on the toolbar the same way, but thatôs a bit more 

involved and will be covered in a separate post.     - TOC -  

SET MAXIMUM NUMBER OF FILES IN 'MOST RECENTLY USED' LISTS 

Canôt remember what you called that document you were working on?  Where you saved it?   

Nearly all MS Office applications maintain a list of most recently used files.  Donôt limit yourself to the few 

(generally four) that are made available by default. 

http://becompusmart.com/wp-content/uploads/2008/10/windowslivewritercustomizeyourmsofficetoolbars-8e1eimage-8.png
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In Word, select Tools, Options to expose the following dialog box.   

 

Select the maximum number and youôll save a lot of time in the course of a year.  Excel and PowerPoint 

have similar options.     - TOC -  

DON'T LOSE PRECIOUS WORK - TURN ON 'AUTO-SAVE' 

Under óTools, Optionsô MS Word and Excel each have óauto-saveô every XX minute options. 

TURN IT ON!  Wouldnôt you want a copy of your work IN CASE ANYTHING HAPPENS? 

Just like insurance-we hate to pay the bill until that unfortunate time when we really need it.  Then weôre 

glad we did!     - TOC -  

PUT PRIORITY FOLDERS IN 'MY PLACES' - ONE CLICK AWAY ALL THE TIME! 

http://becompusmart.com/wp-content/uploads/2008/04/windowslivewritersetmaximumnumberoffilesinmostrecentlyuse-f391image-2.png
http://becompusmart.com/wp-content/uploads/2008/04/windowslivewritersetmaximumnumberoffilesinmostrecentlyuse-f391image-4.png
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Most computer users have a few folders where the majority of their files are located.  Or, theyôre 

on a network and waste time constantly ódrilling downô to that same commonly used folder every 

single day. 

No more!  Now one click away after this post. Using any Office application, select óFile, Openô 

to get the dialog box below showing 

1. Navigate to the desired folder (be sure nothing is selected in the files window)  
2. Left click on óToolsô menu option to the right  
3. Click the óAdd to ñMy Placesòó menu option 

 

Right click on new link on the óMy Placesô toolbar and move it up or down as you prefer. 

 

This little pearl will save oodles of time Iôll again guarantee!     - TOC -  

USE filenames that sort properly 

File storage is a bigger problem the more files you have, the longer the time since creation or last use, 

and the number of copies of the same file youôve created and saved.  This is a known set of business 

problems.  The first is remedied by creating well-thought file naming óconventionsô, the second is file 

óconfiguration management.ô  If you keep creating copies, you may never know which is the ócorrectô 

version.  That is a very common problem to computer users.  

Itôs important that you adopt a way to name your files.  Here is one way Alan Wyatt solves the problem. 

Summary: If you take some care when you name your document files, youôll find it much easier to 

manage those files at a later time. This tip provides some guidance that you may find helpful as you 

http://becompusmart.com/wp-content/uploads/2008/04/windowslivewriterputmajorfoldersinmyplacesoneclickawayall-7d19image-2.png
http://becompusmart.com/wp-content/uploads/2008/04/windowslivewriterputmajorfoldersinmyplacesoneclickawayall-7d19image-4.png
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consider how you should name your files. (This tip works with Microsoft Word 97, Word 2000, Word 2002, 

Word 2003, and Word 2007.) 

Topics: Use Filenames That Sort Properly     - TOC -  

ADD VALUABLE "DOCUMENT INFO" 

Business users generate many files. CompuSmart business users not only put them in sensibly 

organized folders, they also add document information to help them locate the file and remind them of 

itôs purpose.  Never heard of document properties?  Itôs very, very easy.   

From within the document (spreadsheet, presentation file, etc), simply select File, Properties 

 

Then, add sufficient data to accurately identify the file, author, purpose, etc. 

 

ñOk, so what?ò you say.  Knowing what to do with them is even more valuable.  Thatôs where óDetailsô 

folder view comes iné     - TOC -  

QUIT SEARCHING OUT LOST FILES... USE FOOTERS RELIGIOUSLY! 

http://wordtips.vitalnews.com/Pages/T000134_Use_Filenames_That_Sort_Properly.html
http://wordtips.vitalnews.com/Pages/T000134_Use_Filenames_That_Sort_Properly.html
http://wordtips.vitalnews.com/Pages/T000134_Use_Filenames_That_Sort_Properly.html
http://becompusmart.com/?p=43
http://becompusmart.com/?p=43
http://becompusmart.com/wp-content/uploads/2008/04/windowslivewriteraddvaluabledocumentinfo-a9e7image-2.png
http://becompusmart.com/wp-content/uploads/2008/04/windowslivewriteraddvaluabledocumentinfo-a9e7image-4.png
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Most business documents are not formal, meaning the óformal rulesô of written business correspondence 

do not apply.  So, make the documents work FOR YOU! 

How many times have you forgotten what you called a document?  Where you saved it?  Who created it?   

All you want to do is make a small change and recreate it or resend it or republish it. 

CompuSmart solution:  put a footer with the folder and file path into the footer.  CompuFicient 

solution:  create a macro to do this automatically by pushing a toolbar button. 

Letôs use MS Word as our example:  Select View, Header and Footer 

 

Toggle between the header (top of page) and footer (bottom of page) with this button 

 

With your cursor in the footer section (hash lines define it), select Insert AutoText and add AT LEAST the 

ófilename and pathô. 

 

http://becompusmart.com/wp-content/uploads/2008/04/windowslivewriterquitsearchingoutlousefootersreligiously-12379image-2.png
http://becompusmart.com/wp-content/uploads/2008/04/windowslivewriterquitsearchingoutlousefootersreligiously-12379image-6.png
http://becompusmart.com/wp-content/uploads/2008/04/windowslivewriterquitsearchingoutlousefootersreligiously-12379image-8.png
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I normally add ólast printedô date and óPage X of Yô to my documents.  Now you have this information at 

the bottom of every page automatically.   

I usually format the FIRST FOOTER paragraph with an UPPER BORDER line to separate visually the 

body from the footer, and put the footer text in small font. 

This protocol gives all users a chance to relocate the file, copy, edit, send, or whatever.  Far better than 

going on an Easter egg hunt every time you need to locate a file!     - TOC -  

FIND 'LOST' FILES BY ADDING FILE INFORMATION AND CHANGING 'POINT OF 

VIEW' 

You run a busy office.  Generate lots of reports.  Documents are everywhere.   

Canôt remember which version you need?  What you called it?  Date you saved it? 

Fear noté a small change of habits and you can remedy this most chronic information worker problem. 

Select óFile, Propertiesô (available in most all MS Office applications) and fill data fields before saving the 

file. 

 

Next, change your óPoint of Viewô in Explorer to include a few more field columns, like óSubjectô and 

óCommentsô 

http://becompusmart.com/?p=60
http://becompusmart.com/?p=43
http://becompusmart.com/wp-content/uploads/2008/05/windowslivewriterfindlostfilesbyaddingfileinformationandc-12660image-2.png









































































































