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SHARED FEATURES

PROJECT GALLERY – The Project Gallery is a visual directory of workbooks, templates, and other Office files.  It provides document previews and allows you to start any type of Office document from any Office Program.  The Gallery will appear at Startup.
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NOTE:  Any templates you create yourself will automatically be saved to the My Templates location in the Project Gallery.

NEW FORMATTING PALETTE – The formatting Palette puts formatting options at your fingertips.  It gives you a choice the most common formatting options.
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FLAG FOR FOLLOW UP – If you have Microsoft Entourage installed, you can flag your work for follow-up at a later date and time, and Entourage will alert you.
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OFFICE CLIPBOARD – The NEW Office Clipboard can now hold up to twelve items that have been copied or cut.

1. Select View, Office Clipboard
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ACCESS YOUR DOCUMENTS FASTER – With the improved Open and Save dialog boxes on the File menu, you can access your files faster in every Microsoft Office program.  Click Shortcuts to quickly access the Desktop, network services, and your mounted volumes.  Click Favorites to access, add to, or remove items from your Favorites folder.  Then click Recent to access documents that you’ve recently worked with.

Note:  The Append File extension check box will allow you to automatically attach the three letter PC file extension to your documents.

[image: image7.wmf]
[image: image8.wmf]
SUPPORT

Information Technology Exchanges will be held to show you how to perform the procedures outlined in this handout, or you may call the CTC at 358-1111 to arrange desk-side support.  For more information, visit the CTC’s Special Events Web Page at the following address: 

http://www.hq.nasa.gov/office/codec/codeci/ctc/events.htm
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