What’s New in Microsoft Office 2001

All Applications

· Office 2001 is backwards compatible with Office 98

· Project Gallery – Document Templates, Designs, and Wizards

· WYSIWYG Font Tool

· Formatting Palette
(To display the normal formatting toolbar, View menu, Toolbars, Formatting)

· Office Art – View Menu, Toolbars, Drawing

· Clip Gallery/Clips Online

· Scanner Support – scan from within applications

· Office Clipboard – copy multiple items at once (View menu, Office Clipboard)

Word

· Click-n-type – Must be in Page Layout View

· Synonyms on the shortcut menu (Control-click on word)

· Dictionary on shortcut menu (Control-click on word)

· Improved Tables

· Select entire table

· Size entire table

· Auto text wrap around

· Row/Column Resizer – Hold Option key while dragging to show exact row/column height

· Table Toolbar with Draw and Erase

· Vertical and Horizontal Alignment

· Nested Tables – tables inside of tables

· New Border Styles – Format Menu, Borders and Shading

· Mail Merge – Data Merge Manager

PowerPoint

· Tri-pane View

· AutoFit Text—to fit text in slide

· Multiple Slide Masters – To apply different Design Templates in a presentation, you first turn on the feature by: Edit menu, Preferences, Advanced tab, check “Enable multiple designs per presentation”.  From the Slide Sorter view, select slides to change, Format menu, Design Template

· Native Table Tools—Tables and Borders toolbar

· Graphical Bullets

· Numbered Lists

· Animated GIF support

· Exit Animations – apply exit animations as well as entrance animations

· Slide Navigator – Display the Slide Navigator during presentations by: Edit menu, Preferences, View tab, under Slide Show, select Slide Navigator, OK

· Can Preview in Web and Save as Web Presentation

· PowerPoint Movies – Make QuickTime movies from your presentations

Excel

· Transparent Selecting

· Euro Currency Symbol

· Four-digit Date Formats

· Change Display Units in Charts

· Calculator – use to create formulas (similar to point method)

· AutoSum – AutoSum tool now includes Average, Count, Max, and Min

· List AutoFill – Automatically formats new items added to the end of a list to match previous format and/or formula (formats must appear in at least three of the five rows preceding the new row)

· List Manager – Use the List Wizard to create lists that allow you to choose data type, apply conditional formatting, and apply validation rules (To create a list from a current Excel file, Insert menu, List…

· AutoFilter – now includes sorting options

· AutoComplete – To turn off:  Edit menu, Preferences, Edit tab, turn off “Enable AutoComplete for cell values”

· FileMaker Import Wizard – Import FileMaker data into Excel

