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WELCOME

Welcome to the first issue of TIMESAVER’S.  With each Quarterly issue, You can expect a variety of timesaving tips and tricks related to the most popular software applications, as well as practical ideas on such things as employee motivation, time management, and much more.  We hope you find this resource invaluable, please e-mail us at info@myriadbiz.com and let us know what kind of information you would like to see included in the future.

ON TECHNOLOGY. . . 
TO UPGRADE OR NOT TO UPGRADE?  Do I really need Office XP?

For Power and Business users, this upgrade should be considered. These websites can provide you with further information:

http://www.computertim.com/howto/ht/general/1.shtml
http://www.computertim.com/features/officexp.htm
http://www.cnet.com/software/0-6018642.html?tag=ld   Take an upgrade quiz (stand alone users)

http://www.microsoft.com/office/evaluation/  Order the trial version, and look at hardware specifications .
Forward an Outlook Contact to Someone Else - From Gyan Shrosbree, Boise, Idaho 

1. Go to your Contacts folder, right-click on the contact you want to send, and then click Forward

2. Enter the e-mail address of the people you want to forward it to and click Send.

3. When the recipients receive the contact, all they have to do is to drag the attachment onto either the Contacts icon in the Outlook Shortcuts bar or onto the Contacts folder in the folder list; it will be added automatically to their contacts list.

Sharing Documents - Distribute Documents as Web Pages with Word 97/2000

Saving your Microsoft Word 97/2000 documents as Web pages is one solution to sharing documents with team members with different platforms and word processing software. Your teammates only need a browser to view your documents, and the format and appearance of your documents are preserved. 

1. To save your document as a Web page on the File menu, do one of the following: In Word 2000, click Save As Web Page, In Word 97, click Save As HTML. 

2. In the Save in box, type or select the name of the folder where you want to save the file. 

3. In the File name box, type or select the name of the file. 

4. In the Save as type box, do one of the following: In Word 2000, select Web Page, In Word 97, select HTML Document. 

5. Click Save.

ON LEADERSHIP. . . Courtesy of About.com Management Tips with F. John Reh
Get your people involved. It's a lot easier to get employees to stand behind a company decision if they have the opportunity to participate in the discussion. Management still has to make the decision. But if they have had the opportunity to make their point of view known employees are more apt to stand behind the ultimate decision, even if they don't agree with it.

ON TIME MANAGEMENT. . .
It's not how hard you work; it's what you get done. Anybody can work hard, and most people do. The really successful people focus on accomplishing results not on effort expended.
For information on our Technical and Life Skills training programs, visit � HYPERLINK "http://www.myriadbiz.com" ��www.myriadbiz.com� 








