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Choosing a Default Storage L ocation

Two Office versions ago, Microsoft introduced the My Documents folder. The idea was simple: to
create a default location for personal datafiles, making it easier for usersto find and back up files
they create. In practice, however, the first implementations of this idea were poorly thought out, and
most expert Office users ssimply ignored the My Documents icon on the desktop--or quickly figured
out how to delete it. Sinceitsfirst appearance in 1995, the My Documents folder has evolved into a
standard feature of Windows; if you deleted the Office version, you may have been startled to see it
reappear when you upgraded Windows. Beginning with Windows 98, in fact, and continuing with
Windows 2000, the My Documents folder has become an integral part of Windows, and that icon on
the Windows desktop is much more useful.

Office 2000 makes extensive use of the My Documents folder. Advanced users may cringe at the
name, but this system folder is the default starting point for common Open and Save As dialog boxes
in Office applications. It's also hard-wired to an icon on the Places Bar in those dialog boxes. If you're
willing to reorganize the way you store data files to take advantage of thislocation, you can
substantially increase the odds that you'll find files you're looking for when you need them. Y ou can

file://1:\chapters\i\ir199.html 3/22/01



Special Edition Using Microsoft Office 2000 Small Business Edition - Chapter 3 - Office.. Page 2 of 20

also change the default location that individual Office programs use for datafiles; it's slightly more
difficult, but still possible, to redefine the location of the My Documents folder. (Oh, and if the name
bugs you, just change it.)

The exact physical location of the My Documents folder varies, depending on which Windows
version you have installed:

¢ On asystem running Windows 95 or Windows 98 without user profiles, the My Documents
folder appearsin the root of the system drive, usualy C:\My Documents.

¢ On asystem running Windows 95 or Windows 98 with user profiles enabled, the My
Documents folder appearsin the user’ s local profile folder, typically C:\Windows\
Profiles\<username>\My Documents.

e On asystem running Windows NT 4.0 or earlier, the My Documents shortcut opens the
Personal folder in the user’ s local profile, typically C:\Winnt\Profiles\<username>\Personal.

¢ On asystem running Windows 2000, the My Documents folder appears in the user’s local
profile, normally C:\Winnt\Profiles\<username>\My Documents.

Windows 98 users can safely (and quickly) eliminate the My Documents icon from the desktop:
Right-click the icon and choose Remove from Desktop. Because thisicon isonly a shortcut with a
few special properties, eliminating it does not have any effect on files stored in the physical folder to
which it points. To restore the My Documents icon to the desktop on a Windows 98 system, right-
click any empty space on the desktop and choose New, My Documents Folder on Desktop.

In Windows 98 and Windows 2000, the My Documents icon on the desktop and in Explorer windows
isactually ashell extension--avirtual folder like the My Computer and Network Neighborhood icons,
not an actual physical location. Opening this shortcut opens the folder that’ s registered as the current
user’s My Documents location. To change the folder that thisicon points to, right-click the My
Documents icon and enter the folder name in the Target text box.

To change the location of the My Documents folder in Windows 95 or Windows NT 4.0, you need to
use the TweakUI utility, available as part of the Windows 95 Power Toys collection from
http://www.microsoft.com/windows/downl oads.

Finally, you can change the default working folder for any individual Office application (with the
exception of FrontPage), although the exact procedure is slightly different, depending on the program
you' re working with. Why would you want to reset the default working folder? If you' re working on
an extended project that requires constant access to files on a shared network folder, for example, you
might want to define that location as the default working folder; whenever you chooseFile, Open or
File, Save As, the dialog box will display the contents of this folder. Follow these steps, for example,
to adjust the default document folder in Word:

1. Choose Tools, Options, and click the File Locations tab. The dialog box shown in Figure 3.1
lets you specify awide range of system folders.

2. IntheFile Typeslist, select the Documents option.
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3. Click the Modify button; then use the Modify Location dialog box to browse through drives
and folders. Select the correct folder and click OK.

FIGURE 3.1 Use the Options dialog box to adjust the default working folder for any Office
program.

4. Click OK to close the Options dialog box and save your change.

Follow the same basic procedure for Excel, PowerPoint, Publisher, and Access, with the following
exceptions: In Excel, Publisher, and Access, click the General tab; in PowerPoint, click the Save tab.
In the box labeled Default File Location, enter the full name and path of the folder you want to
specify as the new default. Unfortunately, only Word lets you browse through drives and folders to
find the one you want; with all other Office programs you must enter the full directory path manually.

The default file location setting for each application is independent. If you set Word' s default
Documents folder to alocation on the network, for example, Excel and PowerPoint continue to open
to the default My Documents folder.

Curioudly, several other settingsin Word' s File Locations dialog box apply across the board to all
Office applications. If you change the location of the Templates or Workgroup Templates folder in
Word, that change applies to Excel and PowerPoint, as well. Specifying the Workgroup Templates
folder hereis an ideal way to make sure that individual users always have access to the most current
corporate templates in the three main Office applications. Users can continue to save and open
personal templatesin their own folder, but any Word, Excel, or PowerPoint template in the
Workgroup Templates folder will "automagically” appear in the New dialog box of all three
applications.

Behind the scenes, Office creates and uses one additional standard location, creating a group of
subfoldersin the Application Data folder. On a default Windows 98 setup without user profiles, you'll
find these files at C:\Windows\Application Data\Microsoft. With user profiles enabled, this location
istypicaly C:\Windows\Profiles\< username>\Application Data\Microsoft, with separate folders for
each application, special-purpose folders for use by all Office programs, and one for Office itself.
This location is where Office stores customization data, such as your Excel Personal macro
workbook, any custom templates you create in any program (stored in the Templates folder), custom
dictionaries (in the Proof folder), and icons you place on the QuickLaunch bar (in the QuickLaunch
folder).

Creating New Files

When you use the New dialog box to select from available templates in Word, Excel, or PowerPoint,
Office builds the tabbed dialog box on-the-fly from two (and in some cases, three) sources:

o Thedefault collection of Office templatesis stored in a subfolder that correspondsto the
system’s current language settings; on adefault U.S. English installation, thisis C:\Program
Files\Microsoft Office\Templates\1033. All users of the current system see these templates.

e Each user’s custom templates are stored in the location specified for User Templates, on a
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Windows 98 machine with user profiles enabled, thiswould be C:
\Windows\Profiles\<user name>\A pplication Data\Microsoft\Templates.

o If you've used Word's File Locations dialog box to specify a Workgroup Templates folder,
Office displays templates from thislocation in the New dialog box as well. If atemplate in the
Workgroup Templates location and the User Templates |ocation have the same name, the
Office program will display and use only the one from the User Templates location.

The default Office installation does not install all available templates; instead, you’ll find shortcuts to
some templatesin the New dialog box. The first time you use one of these templates, Office attempts
to install the supporting files. Word and Excel templates are covered in Chapters 14 and 19.

If you' re having trouble finding templates you’ ve saved, see "Putting Templatesin Their Place" in the
Troubleshooting section at the end of this chapter.

For more details on how to install templates and other Office components, see "Adding and
Removing Office Features."

Although you can manage the contents of template folders in an Explorer window, the easiest and
safest way to make new templates available to an Office program is to save the file in Template
format. After creating the Word document, Excel workbook, or PowerPoint presentation you want to
use as atemplate, follow these steps:

1. Choose File, Save As.

2. From the Save As Type drop-down list, choose Document Template (Word), Template
(Excel), or Design Template (PowerPoint). The dialog box displays the contents of your User
Templates folder.

3. To add the new template to one of the existing tabs, click the Create New Folder button and
add afolder with the same name as the existing tab. If you want to create a custom tab for the
New dialog box, specify anew folder name. If you don’'t select a subfolder here, your new
template will appear on the General tab of the New dialog box.

4. Type aname for the template and click Save.

Y ou can aso create new Office files on the desktop or in any Explorer window by right-clicking and
choosing New from the shortcut menu. All versions of Windows include shortcuts for Word
documents, Excel workbooks, and PowerPoint presentations, as well as other common file types. The
default shortcuts are nearly useless because they ssimply create a blank default document, and you can
accomplish the same goal by opening any Office program and working with its default blank
document.

But you can make this feature useful if you modify the documents available from this shortcut menu.
For example, if you routinely compose letters to prospective clients, you can replace the default Word
document (Winword8.doc) with one that includes the basic structure of a sales letter. Instead of
sticking a Post-It note to your monitor reminding yourself to write aletter to Woody Leonhard, right-
click on the desktop, choose New, Microsoft Word Document, and give the file aname that also
defines your to-do item: Letter to Woody Leonhard. Y ou don’t need to open the document yet;
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creating and naming the file gives you enough of areminder.

You'll find al Office shortcutsin the ShellNew folder, one level below the default Windows folder
(usualy C:\Windows). Most Office applications include a shortcut here. Edit Winword8.doc or
Excel .xls, for example, to change the file that appears on the desktop when you choose Microsoft
Word Document or Microsoft Excel Worksheet, respectively, from the New menu.

Using and Customizing Common Dialog Boxes

One of the most noticeable changes in Office 2000 is the addition of the Places Bar to the common
Open and Save As dialog boxes. As Figure 3.2 shows, this interface element includes five icons
designed to speed navigation through common file locations:

FIGURE 3.2 The Places Bar includes one-click shortcuts to five commonly used folders.

o Click the History icon to open the Recent folder, which contains shortcuts to files and folders
you’ ve worked with. Office maintains up to 20 shortcuts for each file type in this folder. When
you click thisicon from within an Office program, Office displays only shortcuts appropriate to
the application you' re using.

Don't confuse the Office Recent folder with the Windows system folder of the same name. Office
manages a separate Recent folder for each user profile on a system. To manage the Office shortcuts
from an Explorer window, open the user profile folder (on a Windows 98 machine, thisis typically C:
\Windows\Profiles\<username>) and look in Application Data\Microsoft\Office\Recent.

¢ Click the My Documents icon to open the personal datafolder for the user currently logged on.
As noted earlier, Windows allows you to change the target folder that Office opens when you
click thisicon.

¢ Click the Desktop icon to open or save files on the Windows desktop. Use the desktop as a
holding area when you want to create a file and move it el sewhere using the Windows
Explorer. Using the desktop as a permanent storage area is generally a bad idea because of the
tendency of most Office applications to create temporary files in the same location as thefile
you' re working with.

o Click the Favoritesicon to display the contents of Internet Explorer’s Favorites menu.

o Click the Web Foldersicon to manage files on aWeb server.

To learn more about using Office 2000 Web Folders, see "Creating and Managing Web Folders."

Do you routinely store filesin locations other than the My Documents folder? If so, add shortcuts to
commonly used folders and shared network locations in the My Documents folder.

In Open and Save dialog boxes, Office 2000 includes two features that make it easier to find afile by
name:

e Asyou typein the File Name box, the AutoComplete feature suggests the first name that
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matches the characters you' ve typed so far. Keep typing, or press Enter to accept the suggestion.
Note that the list of files does not scroll as you type.

o If youclick inthelist of files and then type a character, Office selects the first file that begins
with the letter or number you typed. If you quickly type several charactersin rapid succession,
the selection movesto the first file that begins with those characters. If you pause for more than
a second between characters, this type-ahead feature resets. Note as you select filesin this
fashion that Office does not fill in the File Name box.

To adjust the display of filesin the Open and Save As dialog boxes, use the Views button. The drop-
down arrow lets you choose from alist of views, or you can click the button to cycle through the
following four icon arrangements:

e List usessmall iconsto display as many files as possible in the box.

o Detalsdisplays size, file type, and other information, as shown in Figure 3.3; click any heading
to sort the list by that category. (If you think the information in the Type column is useless, we
agree. Skip to the "Secrets of the Office Masters' section at the end of this chapter for details
on how to make the Details view much more useful.)

o Properties displays summary information about the selected document in the right half of the
dialog box.

o Preview displays athumbnail version of the document in the right half of the dialog box asyou
move from fileto filein thelist (asin the earlier examplein Figure 3.2). In general, you should
avoid this option because of the performance penalty you pay: Asyou scroll through a dialog
box, the program you’ re working with has to open each file, find an import filter if necessary,
and generate the preview. Switch to this view when you want to quickly verify that the file
you' re about to open is the correct one, and then switch back to List or Details view after
peeking at thefile.

Some files, especially certain Excel worksheets, can’t be seen in the Preview pane. For suggestions as
to the possible reasons, see "No Preview in Common Dialog Boxes" in the Troubleshooting section at
the end of this chapter.

FIGURE 3.3 Click the Views button to change the arrangement of iconsin the Open and Save As
dialog boxes.

To manage files in Open and Save As dialog boxes, select the filename and right-click. Shortcut

menus here work just as they do in an Explorer window. Y ou can move, copy, delete, or rename a
file, for example, aslong as the file you select is not currently open.

Customizing Common Dialog Boxes
Thefive locations in the Places Bar are hard-wired in the Windows Registry.
If al you have to work with is Windows itself, changing the locations on the Places Bar requires the

software equivalent of dynamite--in other words, the Registry Editor--because Microsoft is
determined to prevent ordinary end users from mucking with this basic interface element, and then
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calling in on the tech-support lines for rescue. Unlike the supremely customizable Outlook Bar (page
657), which it superficially resembles, the Places Bar hasto fit in the strict confines of the common
dialog boxes. Y ou can use the techniques outlined in this section to substitute other locations for the
five hard-wired icons on the Places Bar, but there’'s a much better solution. Install the free copy of
WOPR 2000 (included on Que's Special Edition WOPR 2000 Pack CD) and use the Placebar
Customizer utility.

Aswith most advanced interface elements, however, it is possible to hide one of these system folders
and replace its entry with alocation of your own choosing. As always, exercise extreme caution when
modifying the system Registry. We don’t recommend that you replace any of the top three icons on
the Places Bar--all of which are exceptionally useful on an everyday basis. However, for some users
the Favorites and Web Folders shortcuts are completely expendable.

To replace the Favorites button with a shared network folder, for example, follow these steps:

1. Open the Registry Editor and select the key HKEY CURRENT_USER\Software\
Microsoft\Office\9.0\Common\ Open Find\Places\StandardPlaces\Favorites.

2. Right-click in the right window and choose New, DWORD Value. Name the new entry
Show. Leave the value at its default of O.

3. Right-click the following key: HKEY _CURRENT _USER\Software\Microsoft\ Office\9.0
\Common\Open Find\Places\UserDefinedPlaces. From the shortcut menu, select New, Key.
Name the new key Placel. (If there’' s an existing key with that name, use Place2, Place3, and so
on.)

4. Select the Placel key. In the right window, right-click and chooseNew, String Value.
Rename the new entry Name. Follow the same procedure to create a second string value called
Path.

5. Double-click the Name value and enter the label you want to appear under theicon in the
Places Bar. Double-click the Path value and enter the full path. Use the drive letter and colon
for alocal folder; enter a UNC-style address, such as\\servername\ sharename\folder, for a
network location. When you finish, the Registry entries should look like those shown in Figure
3.4.

FIGURE 3.4 Add these custom Registry settings to replace an icon on the Places Bar with a location
of your own choosing.

6. Close the Registry Editor to save your changes. The custom folder now appears in the Places
Bar for Open and Save As dialog boxes.

Naming Documents
Office documents must follow these file-naming rules:

o A filename may contain any alphanumeric character, including the letters A to Z and numbers
from0to 9.
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¢ A filename may be as short as 1 character and as long as atotal of 255 characters, including the
full path--drive letter, colon, backslashes, and folder names included.

The rules governing maximum length of afilename include the full path. For this reason, moving a
file with along name can cause problems, especially when the destination folder is deeply nested. In
practice, you can avoid this problem and still have descriptive namesif you keep filenamesto a
maximum length of about 40 characters.

e Thefollowing specia charactersare dlowed inafilename: $%- @~ ! ()" "#& +,; =

e You may use spaces, brackets ([ ), curly braces ({ }), single quotation marks, apostrophes, and
parentheses within a filename.

e You may not use aslash (/), backslash (\), colon (;), asterisk (*), question mark (?), quotation
mark ("), or angle brackets (< >) as part of afilename. These characters are reserved for use
with the file system, and you'll see an error message if the name you enter includes any of these
characters.

o Officefilestypically include athree-letter extension, which is added automatically by the
application that created the file (such as .doc for files created by Word). However, afile
extension is not required, nor are file extensions restricted to three characters. To force an
Office program to use the exact name and extension you specify, enter the full name, including
extension, between quotation marks.

If you use a nonstandard file extension, you may be unable to open the file from an Explorer window.
Also, filesthat include unregistered file extensions do not appear in the Open dialog box unless you
choose All Files from the drop-down list of file types.

¢ A filename may contain one or more periods. Windows treats the last period in the name as the
dividing line between the filename and its extension.

Windows filenames are not case sensitive. Office ignores all distinctions between upper- and
lowercase |etters when entering a filename in an Open or Save As dialog box.

If you encounter problems when sharing files with cowor kers who use 16-bit Windows or DOS
programs, see "Dealing with Short Filenames® in the Troubleshooting section at the end of this
chapter.

Protecting Documents from Changes
When you save a Word document or Excel workbook, three well-hidden options alow you to protect
the original file or restrict further changes. To select any or al of these options, choose File, SaveAs.
Then, in the Save As dialog box, click Tools, General Options.

e Toavoid accidentally overwriting an earlier version of a document or worksheet, select the

Always Create Backup Copy check box. This option saves a backup copy of the original
version every time you open or save afile.
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This protective measure is of limited value. It’s designed to protect you from incredibly obvious
mistakes, and it’s useful only if you discover your mistake immediately. Let’s say you open a Word
document, make some changes, and save the changed document under the same name. If you then
discover to your horror that you' ve altered the master copy of a crucial document, you can open the
backup copy and recover the original. However, if you make some more changes and save your work
a second time, Word creates a backup of the first set of changes you made, replacing the backup it
created when you opened the file. At that point, the original document is history, and you’ d better
hope you have a good backup tape.

e Use password options to lock your Word document or Excel worksheet so that other users can
open or modify the file only when they enter the password you specify.

Passwords add only rudimentary security to Office files. Setting a password is an effective way to
prevent accidental changesto afile, and any password will deter curious users from browsing afile.
But determined snoops will have no trouble cracking passwords with the help of easy-to-use utilities
that are widely available on the Internet. If security is truly important, you need to restrict accessto
sensitive files by using server-side authentication and system policies. If you want to improve the
security of your Office files, we recommend getting a copy of TSS Officel ock
(www.officelock.com).

e Todiscourage users (including you) from making changes to the original document, select the
Read-Only Recommended check box. When you set this option, Word and Excel prevent you
from saving changes by using the existing filename. Thistechnique is particularly useful when
you frequently use the same document or worksheet as the base for new files. With the read-
only option recommended, you’ |l see a dialog box when you open the document. If you click
yes, you'll be unable to overwrite your original file accidentally.

If your goal isto prevent other users from damaging an important file (especially users who might not
be sophisticated enough to understand the consequences of this option), use a Modify password
instead. This option is unavailable if you save a document in Word 6.0/95 format.

Using Alternative File Formats

By default, Office applications save data filesin their own binary formats. That’ s the correct choice
under most circumstances, but when you share files with a coworker who does not use Office 2000,
you may need to open or save afilein adifferent format.

In previous Office versions, Rich Text Format (RTF) was often your best choice for saving afile and
using it with other programs, especially from software companies other than Microsoft. No more. In

Office 2000, the preferred format for sharing dataisHTML (page 175), which is virtually guaranteed
to be readable by any other person, even on a computer without a single byte of Microsoft code.

Office includes awide range of file converters to help trandlate files into other popular formats,
including those for earlier versions of Office. Normally, Office programs open any file created in a
compatible format without requiring any extrawork on your part. The file you want to convert may
not be visible in the Open dialog box if it ends with an extension that the Office program doesn’t
recognize. To see al files with extensions normally associated with a given file type, such as WK1
and .WKSfor Lotus 1-2-3 spreadsheet files, select the appropriate entry from the Files of Type drop-
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down list.

To seeadll filesin the Open dialog box, regardiess of their extension, choose All Files from the Files
of Type drop-down list. Some other distinctions in this drop-down list are less obvious but still
useful. For example, selecting Word Documents filters the list to show only files with that file type
and the *.doc extension, whereas All Word Documents includes Web pages (*.htm) and Word
templates (*.dot), as well as ordinary Word documents. Likewise, the All PowerPoint presentations
choice includes any HTML filein addition to PowerPoint presentations and shows.

To save afilein an aternative format, choose File, Save As. In the Save As dialog box, choose an
entry from the Save as Type drop-down list.

Office displays the full range of compatible file types in both the Open and Save As dialog boxes. In
some cases, you may need to supply the Office CD to install a particular converter before opening or
saving afilein that format.

To help ensure that Word files you create can be accessed by users with other versions of Office, see
"Avoiding Compatibility Problems.”

To learn more about Excel file compatibility, see "File Compatibility Issues.”

Storing Document Detailsin the Properties Box

The Windows file system keeps track of details about each file: its size, when it was created, and
when you last modified it, for example. Windows allows you to store extra details about Office file
types; these properties include the author’ s name, atitle and subject for the file, and comments or
keywords you can use to search for documents later. A Custom properties sheet lets you track more
than two dozen built-in categories or add your own.

Maintaining file properties takes afair amount of up-front work, but it can have a profound payoff,
especialy in anetworked office where many users share documents.

o When you use the Find tools in the Open dialog box, you can specify any property of any
Officefile. If you've trained an entire department to enter details about a client, project, or
product line in the Properties dialog box, it’strivially easy to locate all the files associated with
that activity.

o If you use Outlook’ s Integrated File Management features, you can create custom views that
include any propertiesin this dialog box. By adding the Author and Title fields to an Outlook
view, for example, you can group the contents of afolder by author and by title--something you
simply can’t do with the Windows Explorer.

For abrief overview of how Outlook allows you to manage files, see "Managing Files and Foldersin
Outlook."

o All file properties are available to macros you create by using Visual Basic for Applications. As
aresult, you can create simple but effective document management routines that are limited
only by your imagination. For example, you can create AutoNew macros that prompt users for
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key information every time they create a new document based on a particular Word templ ate.
Y ou can then use that information to file or route the document when the user savesit.
For more ideas and techniques using VBA, see "Building Custom Applications with VBA."

To view and edit details for the current file, choose File, Properties. The dialog box that appears
resembles the onein Figure 3.5.

FIGURE 3.5 The Properties dialog box (in this case for the file Budget Update Memo) displays
summary information about Office file types.

The Properties dialog box for an Office file includes the five tabs described in Table 3.1.

TABLE 3.1 Office File Properties

\Properties Description
Generdl  Basic information from the Windows file system: name, location, size, and so on.

Summary Information about the current file and its author, including fields for company name,
category, and keywords. The Commentsfield is particularly useful when you use
Outlook’ s file management capabilities, because the text appears beneath each filename
when you turn on AutoPreview.

Statistics Details about the size and structure of the file, such as the number of wordsin a
document or the number of slides in a presentation; also displays revision statistics and
total editing time. Thisinformation is frequently incorrect, especially when you inspect
it from the shortcut menusin an Explorer window. Professional writers and students
who rely on these statistics should always inspect them from within the document itsel f
to guarantee that the information is up-to-date.

Contents  Shows the parts of the file: the outline of a Word document, based on heading styles;
worksheet titlesin an Excel workbook; or slide titles in a PowerPoint presentation.

Custom  Choose from 27 built-in fields, including Client, Document Number, and Date
Completed, or add afield of your own choosing. Custom fields can contain text, dates,
numbers, or Y es/No information; they can also be linked to Word bookmarks, named
Excel ranges, or PowerPoint text selections.

For datafiles located on adisk that uses the Windows NT file system--NTFS--you'll see a sixth tab
that contains security settings.

For simple projects, you may choose to ignore file properties; in these cases, a descriptive filename
can tell you everything you need to know about the file. For more complicated documents, however,
adding file detail s--including keywords and categories--can help you or a coworker quickly find a
group of related datafiles, even months or years after you last worked with them. Use theComments
box to add freeform notes about a given file.

To enter additional details about an Office file, you must open the properties dialog box before you

save thefile. If you use this feature regularly, you can configure Word, Excel, and PowerPoint to
display the File Properties dialog box every time you save afile.
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To learn more about the common features found within the Office applications, see " Configuring
Common Office Features,”

Default Document Properties

By default, Office applications save only afew document properties when you save afile. Properties
saved vary by application:

o Windows stores standard file details, including the name, size, and date and time the file was
modified.

o All Office applications add your name in the Author field and your organization’s name in the
Company field.

o Word and PowerPoint fill in the Title field as well, using the first few words of a Word
document or the title of a PowerPoint presentation.

In Word documents in particular, this capability can lead to embarrassing consequences if you' re not
careful. By default, if you fail to enter document properties, Word picks up the opening line of your
document and plopsit in the Title field--up to the first paragraph mark or 126 characters, whichever
comes first. If you begin composing an angry memo and save it, your initial angry words may survive
inthe Titlefield, even if you tone down your rhetoric considerably in the final version. That fact
alone is an excellent reason to configure Word to pop up the properties dialog box whenever you save
anew document.

If you want to add categories, keywords, or comments to any Office file, do so on the Summary tab.
Using Custom Propertiesto Organize Files

In an office where alarge number of people create and share files, custom file properties can make it
easier for workgroups to sharefiles. In alegal office, for example, you might use the Client, Status,
and Recorded Date fields to track the progress of Word documents. Members of ateam producing
budget worksheets might use the Checked By and Forward To fields as part of a document
management system. Use the Find tool in Office common dialog boxes to find files whose properties
match a particular set of criteria. Figure 3.6 shows a Word document that includes several custom
properties.

FIGURE 3.6 Record additional file properties on the Custom tab; later, use the Find tool in Office
common dialog boxes to search for files that match these criteria.

To enter custom criteriafor any Officefile, follow these steps:
1. Open the file and choose File, Properties.
2. Click the Custom tab to display the dialog box shown in Figure 3.6.

3. Choose afield from the Name list. To create a new field, type its name here.
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4. Choose one of the available data types from the Type drop-down list.
5. Type the data for the selected field in the Vaue text box.

If you specify Number or Date as the data type for a custom field, you must enter the valuein a
matching format. If you enter dates in a nonstandard format or you include text in afield that should
contain only numbers, Office enters the value as text.

6. Click Add. The new entry appears in the Propertieslist at the bottom of the dialog box.

7. Repeat steps 3-6 for any additional custom fields. To remove an item from the Properties
list, select its entry and click Delete. Click OK to close the dialog box and return to the
program window.

Using Explorer to View File Properties

To view any Officefile’'s properties without opening the file itself, open an Explorer window, right-
click thefile'sicon, and then choose Roperties. If you' re using Windows 98, Windows NT 4.0, or
Windows 2000, you can edit most file properties for Word documents, Excel spreadsheets, and
PowerPoint presentations directly from an Explorer window. If you' re using Windows 95, you can
view properties on the General, Summary, and Statistics tabs, but you must open the file with its
associated program to change those properties. Regardless of which Windows version you use, only
the most basic summary information is available when you view the properties of an Access database
from an Explorer window.

If you’ ve configured Explorer to use Web view, you can see some Office file properties, such asthe
author’s name, in the info pane along the left side of the Explorer window, as shown in Figure 3.7.

Y ou can aso see athumbnail of the file itself in thisregion, but only if you checked the Save Preview
Picture box on the Summary tab of the properties dialog box. By default, this box is unchecked for
Word documents and Excel workbooks and checked for PowerPoint presentations.

To save a preview of an Excel workbook, you must check this box when you first save thefile; see
"No Preview in Common Dialog Boxes" in the Troubleshooting section at the end of this chapter for
mor e details.

FIGURE 3.7 In Web view, Explorer windows display some information drawn from an Officefile's
properties. The thumbnail preview is available only if you check an option when saving thefile.

Sear ching for Office Files

The Open dialog box displaysalist of al filesin the current folder. Searching for a specific file can
betediousif the folder isfull of fileswith similar names, or if it's organized into many subfolders.
Office includes a powerful Find tool, available from the Open dialog box, that allows you to search
for files by using almost any criteria. If you can remember afew scraps of information about the file--
part of the name, a date, or even aword or phrase you remember using in the document--you can
probably find it. In workgroups, you can save and reuse searches to create a basic document
management system.
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For example, a sales manager might look on a shared network file server for all presentations that
have been updated in the past week. Or alegal secretary might search for files that include a specific
case number and are not marked completed. If spaceis at a premium on your local hard drive, you
can search for all Office files that were last modified more than six months ago, and then move them
to anew location. Y ou can save any custom search and reuse it later.

From within the Open dialog box, choose Tools, Find to open the Find dialog box, as shown in
Figure 3.8.

FIGURE 3.8 Search for one Office file by name, date, or property, or filter out a select list of files by
using search criteria like these.

It's possible, although not easy, to transfer a saved search from one PC to another. Open the Registry
Editor (Regedit.exe) and find the key HKEY_CURRENT_USER\Software\ Microsoft\Office\9.0
\Common\Open Find\< Application Name>\Saved Searches. Choose Registry, Export Registry File.
Choose the Selected Branch option and save the file by using a descriptive name and the default .reg
extension. To add the saved searches to a different PC, incorporate the saved settings into its Registry
by double-clicking the .reg file.

Y ou construct a search by adding criteriato alist. Each entry in the criterialist consists of three
pieces:
e Property--Includes file system properties (name, date created, and file size, for instance),
statistics (such as the number of slides in a PowerPoint presentation or number of paragraphsin
aWord document), and Office custom properties.

o Condition--Defines the comparison you want Office to make. The list of available conditions
depends on the property you selected previously.

o Vaue--Defines the specific text, number, or other data type for which you want Office to
search.

A pair of buttons (And, Or) at the left of the criteria definition boxes allow you to combine criteria,
and you can specify that Office search multiple folders and subfolders.

Criteria can be extremely simple--for example, al files last modified this week. For more
sophisticated searches, combine criteriato quickly filter a huge group of filesinto a manageable list.

Finding Files by Name, Date, or Content

To conduct a simple search by name, date, or file content, open the Find dialog box and follow these
steps:

1. Choose File Name from the Property list.

2. Inthe Condition list, select Includes if you want to search for atext string anywhere in the
filename; select Begins With to narrow the list to files that begin with the string you enter.
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3. Inthe Value box, enter the string you want to look for.
4. Click Add to List. The criterion appearsin the list at the top of the dialog box:

o To narrow the selection of files by date, repeat steps 1-4 by using the Creation Date or
Last Modified fields. Specify conditions and enter dates if necessary. Y ou can also enter
relative dates (last month, yesterday, or in the last 2 weeks, for example).

o To search for files by content, repeat steps 1-4 by using the Contents field. Choose a
condition and enter one or more words or phrases in the Vaue box.

The File Name property always appears at the top of the list of search criteria and cannot be moved,
nor can you enter more than one of thistype of criteria; usewildcards (page 261) to specify multiple
filenames. Y ou can combine Files of Type propertiesin aquery, but only by using the OR operator
(Word Documents OR Web Pages, for example). If you attempt to enter either of these types of
criteriaincorrectly, Office will display a dialog box offering to correct the entries for you. Strict rules
govern the use of other criteriawith the OR and AND operators. If you make a mistake at any point,
Office will offer to correct the entry for you. At any time, you can select the bottom entry from the list
of criteria, click Delete, and add another.

5. Specify the drive or folder to search. Choose from the Look In list at the bottom of the dialog
box. To include all foldersinside the folder you select, click the Search Subfolders option.
Note that you can specify multiple folders; separate each name with a semicolon.

6. To begin searching, click the Find Now button (or press Enter). The status bar at the bottom
of the dialog box displays a progress report during the search and then reports how many
matching files Office found.

When the search is complete, you'll see alist of files that match the selected criteriain the Open
dialog box. Choose List view to see only the file icons, regardless of the folder in which they’re
stored; choose any other view to see atree-style listing that shows each found file in its subfolder.

Using Document Propertiesto Locate Files

Use the Find tool in conjunction with file properties to construct a powerful document management
system. It takes training and discipline for a group of workers to routinely enter the correct
information in file properties. Y ou can automatically add some of these details by customizing
templates or using Visual Basic for Applications. For example, you might use ssmple AutoNew,
AutoOpen, and AutoClose macros, which run automatically when you open or close a document, to
prompt the user to enter specific details about a document.

All built-in file properties are available from the Property drop-down list in the Find dialog box. To
search for properties you’ ve added to the Custom tab, you need to manually enter the name of the

property.
Remember that all Office applications automatically add the author’ s name and organization when

you create or save afile. To change thisinformation in any Office application, see theinstructionsin
Chapter 2, "Customizing the Office Interface.”" If you inadvertently entered the wrong information
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when installing Windows, you can change these details by editing two keysin the Registry: Search
for HKEY_LOCAL_MACHINE\SOFTWARE\ Microsoft\Windows\CurrentVersion and edit the
string values Registered Owner and Registered Organization.

Saving and Reusing Sear ches

Putting together a complex search to locate a particular group of files, especially on an overstuffed
network server, takes time and testing. By saving the criteria and other parameters for a search under
its own name, you can reuse the saved search at any time without having to reinvent the wheel. A
library of saved searches can save you substantial time, even if you simply use them as the starting
point for additional searches; for example, by defining a search that looks for all Word documents
and Web pages that were saved in the last month on a particular server and all its subfolders, you can
simply open the saved search and add one more criterion to search for a particular word in those files.

To save a search, follow these steps:
1. Define all criteriafor the search and specify the search location.
2. Click Save Search.
3. Enter a descriptive name of up to 70 characters and click OK.

To reuse a saved search, open the Find dialog box and click Open Search. The dialog box shown in
Figure 3.9 appears.

FIGURE 3.9 Choose fromal list of saved searches to quickly filter the list of files in the Open dialog
box.

Next, select the custom search you want to use and then click Open to plug the parameters from the
saved search into the Find dialog box.

To manage alist of saved searches, use the Rename and Delete buttons. To edit an existing search,
open the search, make any desired changes, and save it under a new name.

Curiously, athough the interface for the Find dialog box isidentical across all Office programs, a
search you save in one application is not available in others. If you' ve created a complex search and
saved it in Word, you'll need to re-create the criteria list and save a separate copy in Excel or
PowerPoint.

Configuring the Find Fast Utility

In Office 97, Microsoft introduced an indexing utility called Find Fast, designed to make it easier to
find Office files by searching for text within those files. Although the Find Fast utility is not part of a
default Office 2000 installation, it appearsin your Startup group if you upgrade over Office 97. (To
add the Office 2000 version of this utility, run Setup and look under Office Tools.)

The first time you attempt to create a complex search by using the Find dialog box, Office offersto

install Find Fast for you. If you're willing to configure it by using the steps outlined here, you can
dramatically speed up full-text searches without negatively affecting your system’s performance.
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Find Fast scans local drives at regular intervals, building a full-text index that speeds up searchesin
the Open dialog box. Unfortunately, the Find Fast utility drives some Office users crazy because the
default settings build an index of every file on your system, and Find Fast updates the index every
two hours. Left unchecked, Find Fast can drag your system’s performance down for aslong as it takes
to update the index.

Virtually every Office book we' ve ever read treats the Find Fast utility as a nuisance at best, and at
worst aform of virus. Most books on previous versions of Office, in fact, recommend that you
disable or delete the Find Fast utility. That advice is short-sighted. True, if you never use thefile-
finding tools in Office 2000’ s common dialog boxes, you can safely remove the Find Fast program
shortcut from the Startup group. To take advantage of its indexing capabilities but limit its impact on
system performance, however, adjust the Find Fast settings so that this utility is more selective and
less disruptive.
To change Find Fast settings, follow these steps:

1. Click the Start button, choose Settings, and click Control Panel.

2. Click the Find Fast option. A dialog box appears that is similar to the one in Figure 3.10,
with one index for each local drive.

FIGURE 3.10 The Find Fast utility creates full-text indexes for every local drive.

3. Select thefirst entry in the list of indexes, and choose Index, Delete Index. Repeat this step
for each entry in the list.

4. After removing all previous indexes, choose Index, Create Index. The Create Index dialog
box appears as shown in Figure 3.11.

FIGURE 3.11 Create new Find Fast indexes covering only the foldersin which you actually store
documents.

5. Click the Browse button and select the My Documents folder. Note that this index also
covers subfolders of the folder you select. Leave all other options at their default settings and
click OK. Find Fast creates the new index immediately.

6. Repeat steps 4 and 5 for other folders in which you store documents.

7. Choose Index, Update Interval. Adjust the frequency of updates to the interval you prefer, in
hours. (For most users, avalue of 8 is appropriate here; experiment to see which value is best
for you.)

8. Close the Find Fast dialog box.

Working with Multiple Files

Word, Excel, PowerPoint, and FrontPage allow you to open more than onefile at atime. Access and
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Publisher do not. To open multiple files using the common dialog boxes, follow these steps:
1. Press Ctrl+O or choose File, Open to display the Open dialog box.
2. Hold down the Ctrl key and click to select multiple filenames.
3. Click the Open button or press Enter to open all selected files.

To open multiple files from an Explorer window, hold down the Ctrl key and click each icon; then
right-click and choose Open.

Y ou can aso open any file by dragging its icon from an Explorer window into an Office program
window. When you drag an Excel or PowerPoint icon from an Explorer window into an open
program window, Office opens the new file in its own window. On the other hand, if you drop a
Word icon into an open document window, Word assumes you want to insert the file at the point
where you dropped it. The same thing happens if you drop a Web page icon into a FrontPage window
in which you' re editing another Web page. To open the document or Web page in a new window
instead, drop the icon onto the title bar of the Word or FrontPage program window.

When you open multiple document windows in an Office 2000 application, you should note some
significant differences from the way the same programs worked in Office 97. In previous Office
versions, the only way to manage multiple documents was through the Window menu; in Office
2000, each new datafile gets its own button on the Windows taskbar, and you can switch between
document windows the same way you switch between programs.

Office 2000’ s single document interface, in which each datafile gets its own window, requires
Windows 98, Windows 2000, Internet Explorer 4 with the Windows Desktop Update or Internet
Explorer 5.

Unfortunately, Office 2000’ s techniques for handling multiple document windows are wildly
inconsistent between applications. Each Word document exists in its own window; there’s no way to
display two or more Word documents in the same window, and closing one Word document has no
effect on other windows. Excel and PowerPoint, on the other hand, allow you to rearrange document
windows within a single program window, and if you click the Close (X) button on an Excel or
PowerPoint window, you close all open workbooks or presentations.

If you prefer the multiple document interface, in which all open documents appear in one program
window with a single taskbar button, you can configure Excel and PowerPoint (but not Word or

FrontPage) to use this window arrangement. Choose Tools, Options, click the View tab, and clear the
checkmark from the Windows in Taskbar box.

Troubleshooting

Putting Templatesin Their Place
You created a group of templates and dutifully saved them along with the standard Office templates

in the C:\Program Files\Microsoft Office\Templates\1033 folder. But when you choose File, New,
none of your custom templates are visible.
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Microsoft designed the folder that stores system templates so that users cannot add templates to it.
Instead, you should save your templates to the default User Templates location. The safest way to
save templates to this location is one at atime. If you choose Template from the Files of Typelistin
the Save As dialog box, all Office programs will save your work to the correct location. If you want
to add alarge number of files to thislocation, open Word, choose Tools, Options, click the File
Locations tab, and verify the User Templates location.

No Preview in Common Dialog Boxes

You' ve selected Preview from the drop-down menu of views in an Office common dialog box, but
when you click on a file in the pane on the left, Windows displays the words Preview not available
instead of showing your file.

The preview pane shows a static snapshot of the document as it existed the last time you saved it. By
default, this option is not selected because it tends to add roughly 60K B to every file you create. To
make this preview picture available, you must choose File, Properties and check the Save Preview
Picture box on the Summary tab. Y ou can do this at any time with aWord document or PowerPoint
presentation. However, this option is effective with Excel workbooks only if you use it when you first
create the file. Checking this box on an Excel workbook after you' ve saved it with this option off has
no effect at al. To enable the preview, check the box, save the file under a new name, and use
Windows Explorer to delete the old version and rename the new one with the old name.

Dealing with Short Filenames

Several coworkersin your organization use Windows 3.1 and Office 4. When they browse through
shared foldersfor files you' ve created, they have a difficult time telling which is which, because all
the files have names like Letter~1.doc.

Saving filesin the correct format is only half the battle. If you routinely share document folders with
coworkers who use 16-bit Windows or DOS programs that don’t recognize long filenames, you need
to follow some common-sense rules. For starters, try to restrict filenames to a maximum of eight
characters, not counting the extension. If you must use longer names, make sure the first six
charactersin the name will provide a clue as to the file’ s contents when viewed in a 16-bit common
dialog box. Asyou’ ve seen, Windows will add a two-character numeric tail to the short version of
each filename, making only the first six characters significant. (Although some well-meaning
Windows experts have published atip that enables you to hack the Registry and change this behavior,
we strongly recommend that you not follow this advice; as an unfortunate side effect, you may end up
with duplicate Program Files folders.)

When naming files that you expect to share with users of 16-bit programs, avoid using anything
except letters and numbersin the first eight characters of a filename. When creating the aliases that

16-bit programs use, Windows substitutes an underscore for special characters such as semicolons,
plus signs, and brackets, and the effect is to make the filename nearly indecipherable to those users.

Secrets of the Office Masters. Details, Details

In common dialog boxes, trying to use information in the Type column is an exercise in frustration,
thanks to Microsoft’ s marketing machine. After a default installation of Office 2000, Premium

file://1:\chapters\i\ir199.html 3/22/01



Special Edition Using Microsoft Office 2000 Small Business Edition - Chapter 3 - Office ..Page 20 of 20

Edition, you'll have 75 registered file types, each starting with the word Microsoft--Microsoft Word
Document, Microsoft Excel Worksheet, even Microsoft HTML Document 4.0. The effect isto make
it impossible to distinguish the types of documentsin adetailed list unless you expand the Type
column to aridiculous width.

Making all file extensions visible is a crude solution to this problem. It clutters up Explorer windows
and the desktop with all those usel ess extensions, and Explorer windows don’t allow you to sort by
this information anyway.

So here' s abetter idea: Regain control of the file types you use most often, removing the useless
Microsoft tag at the beginning of each one and making extensions visible for selected file types, such
as HTML documents, where you may want to edit that change on demand.

In Windows 98, Windows 95 with IE4’s Windows Desktop Update, or Windows NT 4.0, follow these
steps. Open any Explorer window (the My Documents or My Computer folder isagood choice),
choose View, Folder Options, and then click the File Types tab. Scroll through the list of registered
file types until you reach the Microsoft block, and begin editing each file type. Select afile type
(Microsoft Word Document, for example) and click the Edit button. In the Edit File Type dialog box,
remove the unnecessary Microsoft from the Description of Type box. Click the Always Show
Extension box to ensure that .doc extensions are aways visible (and editable) in Explorer windows.

Repest this process for other file types, such as Microsoft HTML Document 4.0 and Microsoft Excel
Worksheet. Now, when you use Details view, you' |l really see the details that matter.
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