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Windows XP 

With your new computer or an upgrade to XP, you’ll have access to some 
new programs and options . . . These tools are being updated throughout the 
District: 

 Office 2002 

 Groupwise 6.5 

 Windows XP 

 

 

Missing Files? 

First, don’t worry. If you find you’re missing files or desktop shortcuts, please 
enter an LISD work order. Those files may be retrieved and transferred to your H 
drive. 

 

 

 
Office 2002 
You’ll still have access to Word, PowerPoint, Excel, Publisher, and Access. 

The BIG difference is that you’ll see much more going on at the right-hand side of 
your screen (clipart, tasks, templates, and more). That’s called the Task Pane. 

While machines are being updated, you might be going between a machine with 
Office 2000 and one with Office XP. A few animations and features will not work if 
you move backwards, from Office XP to Office 2000. 

Solution? You can load Office XP by visiting Start >> Troubleshooting >> 
Office XP. 

Clipart:  

 Instead of a new window, your clipart window will 
appear at the right. You may still search for 
clipart, but you’ll have more options. In fact, you 
can search the web collections without opening a 
browser window. You’ll see in the sample window, 
that you may check Web Collections. 

 You’ll be able to tell the difference between clipart 
from the web by the little globe in the lower left-
hand corner of the preview. They will still work the 
same. 
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Rotating Graphics: It used to be more difficult to rotate graphics, but now you’ll 
be able to do it pretty quickly.  

1. When you insert a graphic or piece of clipart, it will be an “inline” graphic 
(meaning it moves like a letter).  

2. Right click on the image, 
select Format Picture.  

3. Select Wrapping.  

4. Select Square, Tight, 
Behind Text, etc. 

5. Click OK. 

6. Now you’ll see the handles in 
your graphic have changed 
and now include a green 
dot at the top. Use that to 
rotate your graphic. 

 

PowerPoint Animation: 

 Besides many new 
backgrounds in PowerPoint, 
there are new choices for 
animation. When you select 
Slide Show >> Custom 
Animation, you’ll get a new 
task pane at the right. 

 For any animation, you may 
set an entrance animation 
and an exit animation. Two 
other choices include 
“emphasis” animation and a 
motion path to make things 
appear as if they are moving 
across the slide. 

 If you look at the example at the right, you’ll see animations for the title 
(entrance and exit) and one animation for the popcorn image. 

 You may select the animation from the list to make changes (how fast, which 
direction, or more). 

 You may click on the slide links to the animations to make changes as well. 

 

Links  
to 
animation 



XP Changes, page 3 

Revised 5-4-07 

Diagrams: 

This new version of Office also includes a few 
diagrams.  

1. In Word, PowerPoint, or Excel, go to 
Insert. 

2. Click on Diagram. 

3. Select from the six choices in the sample 
window. Click OK. 

4. You may add text, change the color, or 
add elements to your diagram once it’s 
inserted. 

5. Although these don’t function exactly like 
Inspiration diagrams, they can be very 
handy. 

 

 

 

Word 

 
Using Drawing & Autoshapes: 

If you use drawing tools, you’ll notice a 
little annoyance.  

1. When you click on Autoshapes 
and select a shape, you’ll see a box 
similar to the example on the right. 

2. Ignore it. 

3. Draw your shape where you’d 
like it. When you’re done, the box 
will disappear. 

  

Tracking Changes: 

If you use the Track Changes feature in Word, it’s been improved. 

 Instead of simple underlining where there were changes made, you’ll see 
bubbles at the right. Go to View >> Print Layout. 
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 Same goes for Comments. You can see the full comment without moving your 
mouse over the text. 

 

Haven’t tried these features? Give them a try the next time you have to 
share a document with someone. 

 Track Changes: Click on Tools >> Click on Track Changes. As you make 
insertions and deletions, they are marked. The original author can decide to 
keep your suggestions or scrap them without hurting the original. 

 Comments: Highlight the text where you’d like to comment. Click on Insert 
>> Comment. Type in your ideas. 

 

Groupwise 6.5 

Proxy: 

The proxy icon (“man” button) is gone. You can click right 
above your name where it says Online to see a list of your 
proxies.  

Any proxy you had before will still be available. 

 

Attachments: 

You might not see attachments as you are used to. 
Probably the easiest way is to open them instead of 
viewing them within Groupwise. Here’s how: 

1. Click on Tools. 

2. Click on Options. 

3. Double click on Environment. 

4. Click on Default Actions. 

5. On the right you’ll see File Attachments. Check Open Attachments. Below 
that check Open in a New Window. 

6. Click OK. 

7. Click Close. 
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Address book: 

 Instead of tabs for the different 
address books, you’ll find choices on 
the left (if you’re in your mailbox) or 
a dropdown menu at the top (if 
you’re in a message).  

 You may still use the “Look for” box 
to search for names. 

 All DASD addresses will be listed in 
the Novell Groupwise Address 
Book. 

 Students and email addresses from 
the outside will be collected in 
Frequent Contacts. 

 

Email Views & Spam Summaries: 

Each day you’ll receive the Spam Mail Summary email. You can check that 
message to be sure that real messages aren’t getting blocked. 

When you open that message, you’ll see a list of addresses and links to 
Whitelist (or approve) and address. Or you may Forward a message to see if 
it’s legitimate. 

If you don’t see the links to Whitelist or Forward messages in your spam 
summary, you’ll need to make a quick change. You may need to modify your 
view to see the spam summary.  In the message window, click on View. Click 
on HTML. 

 

Windows XP 

This upgrade also makes two new programs available for your use: 

Windows Moviemaker: Although this application is available on all 
Windows XP machines, most machines would also require some specialized 
hardware to actually import the video. That capability won’t be available on 
all district machines, but on video editing stations. (Stand alone video editing 
stations are currently available at DMS, WES, and DHS.) 

That lack of hardware doesn’t mean you can’t use Moviemaker 
though. It works very well with images and actually makes it easier than 
PowerPoint if you’d like to match music and images.  

 

Photostory: This program is a very easy way to turn pictures into a slide 
show, add music, transitions, and more in a very short amount of time. It’s a 
great program for beginners or anyone who needs to create a picture slide 
show in 5 minutes or less . . . all you need to know is how to get to your 
images and a musical selection. 
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The products you create with Photostory may be transferred to CD or simply 
saved so that they play back in Windows Media Player. 

 

The upgrade may also change some options available for your use:  

Using a Flash Drive: Although you may have been able to use a flash drive 
easily on Windows 2000 machines, you’ll find that any password-protected 
drive will not work. 

If you remove the password feature on your drive using your home machine, 
it will work on our Windows XP machines. 
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Just in Case Troubleshooting Tips 

WO System: 

If asked for a “realm” or to enable cookies, type in “dasd” and press Enter. You 
should be able to login with your username and password. 

Your work order login is the same as your network login. Your password is your 
4-digit phone extension. 

 

Different Printer: 

1. Click on Start. 

2. Click on Settings. 

3. Click on Printers. 

4. Right click once on the printer you’d like as your default. Click on Set as 
Default Printer. 

5. You should see a check mark by that printer now. 

 

Missing Applications: 

If you find that some things you used to use aren’t working, start with 
Troubleshooting. 

1. Click on Start. 

2. Click on Troubleshooting. 

3. You’ll see a list of plugins, applications, and software. For example, if you 
need Publisher, you can load it through Troubleshooting. 

 

If you use Fitnessgram or Reading Counts, you can repeat the installation process: 

1. Load the student version. Use Start >> DMS.Reading.Counts or General 
Ed. 

2. Refresh your computer. An easy way to refresh is to log off and log back on. 

3. Go back to Start >> DMS.Reading.Counts or General Ed. Load the 
“teacher” version. 

 


