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Forms and templates for 
business office managers
What should be on a form? What is 
a good starting place to create this or 
that type of record? 

Starting from a blank sheet can be 
daunting. Always have a licensed 
professional review your creations.
•	 Law Depot: (www.lawdepot.com) 

Do you know what you should put 
in a contract termination letter? 
How a nondisclosure agreement 
should look? Law Depot’s forms 
are state specific and should be 
reviewed by an attorney.

•	 Office Depot: (www.officedepot.
com/a/businesstools/forms/
default) Sure, you can buy pencils, 
poster boards and printers at Office 
Depot. But did you know you can 
also find templates? Check out this 
page for everything from balance 
sheets to sample absence policies. 

•	 Business Management Daily: 
(www.BusinessManagementDaily.
com) Scroll down to the Free 
Reports section to find minute- 
taking samples and templates, 
office organization documents, 
payroll checklists, handbook  
guidelines and much more. 

Your Personal "Help Desk" Business Management Daily

PowerPoint: 3 cool animation creations

(Continued on page 2)

L ike many things, animation should 
be used in moderation in Power

Point. One place where it can be 
meaningfully applied is in presenta
tions that are designed to be delivered 
via internet portal, such as a webinar. 
First, determine that your chosen 
portal supports animation. More and 
more, this is the case, but it’s always 
a good idea to check first. If it does, 
here are three techniques you can use 
to bring life to your content.

A drop in the bucket
To depict an item landing in a con
tainer, such as an email landing in the 
Junk folder, you’ll need two images: 
one of the container and one of an 
email. Placement and path are nego
tiable in this technique, but I like to 
start with an envelope in the upper left 
and a trash 
can in the 
lower right. 
Choose one 
with an open 
top. Duplicate 
the trash can image and crop the top 
one so that the opening of the can is 
cropped away. Only the back image 
should have the opening of the can 
complete. Now, using the Turns motion 

path animation, adjust it so the end of 
the animation (red dot) is “inside” the 
can. You may need to move your outer 
cropped layer of the trash bin to the 
top using the Bring Forward button.

Light-up/Active button
When you position your cursor over 
buttons in your applications, they often 
change color to indicate that the selec
tion is active and ready to be clicked. 

You can simulate 
this by using images 
of the button in both 
states. Do this with 
either Screen Clip
ping (found in all 
Office applications); 

the Snipping Tool; or by using the 
Print Screen button and cropping it, 
either in PowerPoint or in Paint. Until 
you have both images identically sized 
and positioned one on top of the other, 
avoid sizing them any differently. You 
would certainly not want to size them 
differently from each other. Next, 
apply either the Disappear or Fade 

K e y b o a r d  S h o r t c u t S :  o u t l o o K  c a l e n d a r S
See 10 days of your calendar with Alt+0. Tip: 1 will give you a day, 9 will give 
you 9 days! (Guess what Alt+2-9 will do!)

Use Alt+PgUp to navigate to the previous month on the same date as you are 
currently. So, from 10/10, see 9/10. Just use the next shortcut to get back to where 
you were.

Use Alt+PgDn to navigate to the next month on the same date. From 10/10, 
you’ll go to 11/10. Check out the previous shortcut to return to where you were in 
the calendar.

Alt+0
10 Days 

Alt+PgUp
Previous month

Alt+PgDn
Next month
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Out exit animation effect to the inac
tive version of the button image. Now, 
when you click on it in your presenta
tion, it will “reveal” the active version 
of the button. If the “active” version of 
the button has a glow effect that would 
show up behind the inactive button 
image (such as the Windows 7 Start 
button), then you will want to have it 
appear with an entrance effect and with 
the option Start With Previous selected.

Spinning gears
To illustrate the concept of three things 
working together, 
you could use the 
Gear SmartArt object. 
To really make it 
stand out, you can 
animate it. First, on 
the Insert tab, in the

Illustrations group, choose SmartArt, 
then the Process category. Near the bot
tom you’ll find Gear. Click it. Enter the 
text components. In order to animate the 
components, you need to convert them 
to individual objects. On the Smart
Art Tools Design tab, choose Convert 
from the Reset group, then Convert to 
Shapes. Right now, it’s grouped. So, 
ungroup them with the Arrange but
ton, or use the shortcut Ctrl+Shift+G. 
Select just the gears and apply the Spin 
effect from the Emphasis category. 
Right now, they’re all spinning in the 
same direction. In order to make it 
look more plausible, you’ll need to 

reverse the rotation on the 
topmost gear. With that gear 
selected, in the Animation 
Pane, click the dropdown 
arrow, then Effect Options. 
Change the Amount field to 
360° Counterclockwise.

3 cool animation creations
(Continued from page 1)

Digital note taking 
on a mobile device
By Kimberly Deas

Digital note taking has 
many advantages that 
might convince the 
dedicated paper note-
taker to switch over. 

Digital notes can 
be easily organized or reorganized 
without ripping them out of your 
book. You can save them in fold-
ers, assign tags and even do key-
word searches. On top of that, 
they’re available via your laptop, 
tablet or smartphone, and you’ll 
have access to years of notes 
rather than just the notebook 
you’re carrying. And, you don’t 
have to spend extra time retyping 
them after the meeting. 

Some of the best apps for digi-
tal note taking include Evernote, 
OneNote, SimpleNote, HackPad 
and Quip. Each is slightly different 
and worth checking out. 

When taking notes on your 
mobile device, you really have 
three options: write out your notes 
with a stylus, use a keyboard or 
tap it out with your finger.  

1. Writing with a stylus: Many 
apps (like Evernote) allow you 
to make handwritten notes. The 
upside is this is often as quick as 
writing on paper. 

2. Typing out notes: Most 
people can type faster than they 
can write, so this is a great option, 
and there are many Bluetooth key-
board options for taking notes. 

3. Tapping it out: Without a 
stylus or keyboard, the last resort 
is to tap it out with a finger. This 
might be the slowest method, but 
it still beats writing the notes and 
having to typeset them later.

Kimberly Deas combines her 10+ years’ 
experience in telecommunications with 
a background in personal coaching and 
results-oriented training.

Virtual meetings save time and con
nect people in different locations 

so they can work on projects and 
update each other. But running them 
takes just as much preparation as 
realworld meetings. We’ve all been 
on a conference call where someone 
hasn’t pressed mute when they should 
have, but it takes more than solving 
those basic problems to make virtual 
meetings a success. Here are some 
tips: 

•	 Identify	the	tools	you	need. 
Although some meetings only need 
a conference line, others use desktop 
video capability, such as WebEx, to 
get everyone on the same page, says 
Rick Lepsinger, president of OnPoint 
Consulting and coauthor of Virtual 
Team Success: A Practical Guide to 
Working and Leading from a Distance.

Jason Copeland, the owner and 
CEO of Finland Technology Solu
tions, says he holds virtual meetings 
between offices in San Francisco and 
Armenia for one project. His organi
zation uses Highfive, which allows 
videoconferencing access on laptops, 
desktops and TVs. He also recom
mends Google Hangouts, Skype for 

Business and BlueJeans.com for 
video. Whatever tool you use, ensure 
that everyone has the required band
width and hardware.

• Be an expert. Devon Pilney of 
North Star Resource Group, a financial 
advisor who holds up to 15 remote 
meetings a week, suggests fully learn
ing your tool so you can troubleshoot 
on the fly. “It’s technology; something 
always goes wrong,” he says. He often 
uses Join.me because it’s browser
based and doesn’t require logins.

• Send an agenda. Share a plan for 
the meeting through email, Google 
Docs or another system to ensure 
everyone knows what to expect. For 
new participants, Pilney recommends 
a note explaining how the conference 
system or software works so people 
aren’t stressed about what they should 
be doing before the meeting.

• Encourage participation. Leps
inger suggests using feedback tools 
to keep people engaged. For large 
groups, include a chat option or take 
polls to find out what people think 
about an idea. For small groups, 
encourage people to stay off mute to 
remain involved.

Make your virtual meetings more effective



www.OfficeTechToday.com •  (800) 543-2055 May 2017 • Office TECHNOLOGY Today 3

.

Sites in a snap

The order in which you do things can 
mean the difference between frustration 
or smooth sailing. First, get your content 
in. Format nothing. There is only one 
exception: If you have already decided 
upon section/subsection titles, you may 
apply a Heading 1 and Heading 2 style to 
those. However, don’t even format bullets 
until the last phase. Proofread and spell 
check. Now, choose your theme from the 
Page Layout tab. This determines available 
styles; what your bullets will look like; and 
what colors you have available for charts, 
graphs and objects. To fix paragraph flow, 
use the Pagination choices on the Format 
Paragraph dialog box.

The presentation creation process can 
determine how long it will take and 
how professional looking your pre-
sentation turns out. Begin with an out-
line either in Word or in the Outline view 
of PowerPoint itself. Get your content in 
first. Don’t choose a theme yet, and don’t 
adjust anything on the slide itself, until 
all your text is in. Now, choose a design 
theme. If you’ve not formatted anything 
on the slides, the theme governs your 
fonts, colors, backgrounds and object 
appearance characteristics. Next, insert 
any additional graphics or media ele-
ments. Choose the correct layouts to 
avoid a lot of nudging and tweaking.

The full complement of Excel tools and 
data analysis functionality are available 
if you set up your lists the right way. 
First, create column titles on a single row. 
This can also be a helpful step when plan-
ning out how your data will be used. Create 
a column for each piece of data you either 
have or will need. Next, create single-row 
data records, meaning a full record popu-
lates one single row. Multirow records 
reduce the number of options you have. 
Make sure each column contains a single 
type of data (numeric, alpha/numeric, per-
centages, currency, etc.). The more con-
sistent your data types, the more you will 
get out of formulas and pivot tables.

W o r d P o W e r P o i n t e x c e l

Google Sites is a fast and relatively 
easy way to get things out there 

on the web. To test my theory I put 
together a sevenpage website about 
art I have collected and display in 
my office. It took about three hours, 
but much of that was spent creating a 
custom background image as well as 
adjusting the lessthanpro photos I 
took of the works themselves. If not 
for that, I bet I could have put the site 
up in an hour. 
Here are the 
basic steps:

1. From Google 
Drive, click 
New, then 
More, then 
Google Sites. 

2. Click on the Themes tab on the right 
to get started. Fair warning, you 
may end up 
changing this 
before you’re 
done. Each one 
has a selection 
of colors to 
choose from as 
well.

3. Title your 
home page and 
enter any other 
text elements 

by using the text box on the Insert 
tab. Don’t concern yourself with the 
positioning, at this point.

4. Insert any images you’d like to use 
and crop and size as desired. Don’t 
worry so much about where they 
appear on the page.

5. Now, begin arranging things around 
the page areas. Grid guides will 
appear to help you get the right look. 

6. Each section in which you add 
content, as it is selected, will pop 
up some options depending upon 
where you are and what you’re 

working on. Some will appear to 
the left. Others will appear directly 
on the section itself. You can have 
an image as a background, too!

7. Preview your creation by clicking on 
the Preview button (eyeball icon).

8. Your next decision is whether you 
will offer the ability to edit to others. 
At the top, next to the Preview but
ton, is the Add editors button (plus 
sign and a person). For example, 
on my project I could have shared 

the page with each artist and given 
them the option to add or edit the 
information I’ve included.

9. Add more pages by clicking the 
Pages tab and then clicking the 
Add page button. Each will adopt 
your chosen theme. However, you 
can insert a different picture back
ground if you want to differentiate 
the pages a bit more. 

10. If you want pages to be subpages of 
other pages, simply click and drag 
them to the right, under the page 
you want to use as the superior page. 
This can’t be the home page, by the 
way. Pages will appear in the order 
in which they’re listed on the Pages 
tab. If there are more pages than can 
be displayed in the horizontal space, 
there’s a button to see more pages.

11. When you’re satisfied with your 
creation, you can then publish it. 
Click on Publish. This will reveal a 
dialog box where you can name it 
and decide whether it should show 
up in search results. 

Check the service level agreement 
Google offers before sharing anything 
that could be considered sensitive or 
confidential. Always use copyright 
information where appropriate, as well 
as seek permission to use artwork that 
isn’t yours.
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ExcEl options
Cursor to the right

Q   Normally when I enter data, 
I enter across and not down. 
However, when I press Enter, 
it automatically goes down 
instead of across. Is there any 
way to change that?

A There is! Click File, Options, and 
Advanced. The first check box 

allows you to choose whether the cur
sor moves down, to the right, left or up 
when you press the Enter key. Set this 

to Right to make your cursor go where 
you want it to. 

Depending upon how long you’ve 
been using the Enter key in Excel 
to move to the next cell, it may take 
some getting used to. If you’ve always 
reached for the mouse to navigate 
back up and right to the cell you were 
just editing, it can be a bit frustrating. 

Give it a few days. Soon, the inconve
nience will be replaced by the ease of 
having things work the way you like 
them to.

Oops! Changed my mind.

Q   I ignored a bunch of green 
error triangles, but now I’m 
not sure I should have. Is 
there any way to reset those 
once you’ve ignored them?

A You bet! In options (File, Options) 
click the Formulas category on 

the left. Look in the Error Checking 
section for the Reset Ignored Errors 
button. Click that, and your green 
triangles will all come back. 

AutoFill Options missing

Q   My co-worker can copy 
formulas down by clicking 
and dragging from this little 
box in the lower right corner 
of the cell. Why don’t I see 
this on my screen?

A This option may have been inten
tionally turned off just to avoid 

screen clutter. However, you can turn 
it back on by clicking on the File tab, 

selecting Options and then Advanced. 
The third check box down reads, 
“Enable fill handle and cell drag and 
drop.” Checking this box will make 
that small box in the lower right cor
ner of a cell you’ve selected appear. 
Using this to AutoFill down will cause 
an AutoFill Options box to appear, 
where you can select contextsensitive 
options to affect what you’ve just 
filled. 
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By Melissa P. Esquibel, Microsoft ® Certified Trainer

  
■ Get more out of Siri. At Lifehack, 
Alicia Prince offers a list of beneficial 
features that people may still not 
know about Siri:

1.  “Change it.” People often get 
frustrated when Siri doesn’t under-
stand what they are saying, so they 
feel they have to start the process 
over again. But, if Siri reads your 
message back wrong, you can simply 
say “change it” to be brought back to 
the part where you say your message.

2.  Siri can do math. All you have to 
say is “What is … (math question)” to 
get an answer. Siri can determine a 
tip for your lunch bill, or simulate the 
flip of a coin or rolling dice.

3.  Location-based reminders. Siri 
will remind you of something based 
on where you are. If you need to be 
notified to call someone when you 
leave work, or to pick up something 
when you leave home, this is a great 
tool. Make sure to enable Location 
Services, then add the locations you 
need to your contacts.

4.  Search emails. If you need to 
find an email buried deep in your 
inbox, say “Find email with my new 
schedule” or say “Find email from … 
(insert contact name).”
— Adapted from “15 Awesome Things You 
Didn’t Know Siri Can Do For You,” Alicia 
Prince, Lifehack.

V I D EO 	T RA IN ING

Melissa Esquibel
Microsoft® Certified Trainer

TOPIC	OF	THE	MONTH: Automating 
headers and footers—Word can help 
you with big reports and complex 
documents by automatically populat-
ing headers and footers with docu-
ment titles, section headings and 
more. Let Microsoft© Certified 
Trainer, Melissa Esquibel show you 
how. Go to www.OfficeTechToday.com.


