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What’s New? 

What a couple of busy months it has been has been with cyclone Ului 

visiting us, and causing damage and major power outages.  We hope 

that everyone has recovered from the damage and disruption the 

cyclone caused.  Apart from a tree falling over in the backyard we were 

lucky to escape any major damage; we didn‟t even lose any power.   

Our Microsoft Project course was fully booked.  We are looking at holding 

another one in early August.  Please register your interest if you would 

like to attend this course, especially if you missed out on a seat this 

time.  MICROSOFT PROJECT INFORMATION  

Another great course is our Excel Intermediate one which is being held on the 23rd 

of June.  We only have a couple of seats left on this course as well.  

Our “On the Spot” training programme is also proving to be a very 

popular part of our ever expanding service, as well as customised group 

training for various companies in the Mackay area.  So if you would like 

to organise any Microsoft Office training for your staff we would love to 

hear from you.  We will customise our proposal to suit your needs. With 

the end of the financial year starting to creep up, it could be just the 

right time to have us do your training.  
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Improving workplace performance by providing  

task based, relevant training in a fun way, with no jargon. 
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Improving workplace performance by providing  

task based, relevant training in a fun way, with no jargon. 

Everyone has a photographic memory; some just don't have the film. 
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Issue 8 

Prize Winner Announced 

The winner of our regular prize 
is: David Alexander from 
G&S Engineering.  

“Excel Level 2 is the second 
course I have attended and I 
have found the backup services 
to be excellent.  SOS has great 
trainers who are down to earth.  
David” 

And remember to be in the 

draw for a great prize all you 

need to do is complete the 

Newsletter feedback form or 

Course Feedback form and 

return it to us.  Just click on 

the feedback links below. 

 

 

 

Important dates coming 

up: 

Queen’s 
Birthday 

14th June 2010 

Mackay 
Regional 

Show Day 

24th June 2010 

 

Newsletter Feedback 

Course Feedback 

 

http://www.sherlocksos.com/computer-training-project.html
http://www.sherlocksos.com/
mailto:info@sherlocksos.com?subject=SOS%20Website%20Enquiry
mailto:info@sherlocksos.com?subject=SOS%20Newsletter%20Feedback
http://www.sherlocksos.com/sos-client-feedback-form.doc


  

 Thrilling Tips and Tutorials! 

OFFICE WATCH    

Office Watch has been publishing free, fearless and independent news about 

Microsoft Office since 1996. 

For many years SOS has been a subscriber to Office Watch and also a member of The Lounge.  

Both started by a guy called Woody Leonhard they‟re great forums for information about the 
Microsoft products you work with every day. 

If you have a question about Windows or Office (or just about anything else), hit go to The Lounge 

http://www.wopr.com.   The Lounge has thousands of people waiting to help, and they have 

expertise in an enormous number of areas.  Join The Lounge or subscribe to Office Watch and 

benefit from worldwide expertise.   When SOS can‟t answer your question, we go to The Lounge and 
get a response from someone within hours.  It‟s quite amazing. 

Check out the Office Watch tutorial on Smart Tags below.  SOS received it recently via their regular 

e-mailed newsletter. 

SMART TAGS = ACTIONS 

Smart Tags have been around since Word 2002 (XP) and are now called Actions in Office 2010.  

Whatever you call them, it is a way to put special commands against certain words or phrases. 

Smart Tags look at the text and, if applicable, become available – in geek speak they are „context 
sensitive‟.  

For example a „Date‟ smart tag is only available when Word detects a date. A name based smart tag 
detects a person‟s name and could link to Outlook data for that person. 

Smart Tags have been available since Word 2002 (XP) though have been mostly ignored. Few 
Smart Tags have been available and most people don‟t even know they are there. 

Since many Smart Tags rely on connections to other systems, notably Outlook, the tags have been 

a drain on Word‟s performance. As computers get faster and have more memory, the performance 

concerns have lessened.  Whichever version of Word you have, Smart Tags / Actions are worth 

checking out, though they have limitations and haven‟t been improved by Microsoft over eight 
years. 

Smart tags have undergone some changes in Word 2010. In earlier versions of Word certain types 

of data like address, instant messaging contact, time and measurement converter which are 

labelled as smart tags were highlighted by a purple dotted underline.  In Word 2010 the purple line 

has gone and you have to right-click, choose Additional Actions to see what, if anything, is 
available. 

 

Woody Leonard 

http://www.wopr.com/


MEASUREMENT CONVERTER SMART TAG / ACTION 

The Measurement Converter is a Smart Tag (Action in Word 2010) that can change your text from 

imperial/US to metric or vice-versa. 

As the name suggests converts measurement units used in the Word document for example convert 

miles to kilometres or kg to pounds. Apart from converting standard units that is already defined 
you can add new units to the converter and edit the conversion rules of existing units.  

Measurement converter can also be used in Outlook when you use your email editor as Word. 

INSTALLATION  

Measurement Converter is supplied with Office 2007 and Office 2010 so it should already be in your 
Smart Tags (Actions) list. 

For Office 2003 and Office XP go to Microsoft. 

ACTIVATE MEASUREMENT CONVERTER  

There are few ways to activate the measurement converter smart tag. You can do it directly by 

selecting the text in the document or activate it in the Options menu. For the first method select the 

text in the document whose unit you want to convert. Text can be in any format for the tag to work. 

There is a specific syntax for it. For example for the text 60kg you will not be able to use the 

measurement converter smart tag. The correct text should be 60 kg ; you must provide a space 

before the unit name. Measurement converter supports and recognizes decimal places in the 

number but the length of the number should not exceed 12 digits.  

Once you select the number to convert in the document right click and select Additional Actions | 
Options.  

 

AutoCorrect window will pop open which displays all the available smart tags. Here select the option 

“Measurement Converter” and click on OK button.  

http://www.microsoft.com/downloads/details.aspx?displaylang=en&FamilyID=f67fc42c-5f41-4c3f-9d5a-71354471dc32
http://news.office-watch.com/img.aspx?img=1438-Activate MC.jpg&a=1438


 

Now select the number again and right click and select Additional Actions. Here you can see the 

converted result for the selected number i.e. 2333.4 miles is converted to 3755.24 km.  

 

If there is another related unit then even the conversion result for that will also be shown. For 

example as shown in the below screenshot for 88 kg the result is converted to two different units 
i.e. pounds and lbs.  

http://news.office-watch.com/img.aspx?img=1438-Autocorrect window.jpg&a=1438
http://news.office-watch.com/img.aspx?img=1438-MC window.jpg&a=1438


 

For another way of activating the measurement converter smart tag, click on File | Options.  

In the Word Options window that pops open select the option Proofing and click on the button 
“AutoCorrect Options”.  

 

AutoCorrect window pops open. Here under the Actions tab select the “Measurement Converter” 
action and click on OK button. You can now make use of this smart tag as explained above.  

 

There is also another way to activate the tag. Click on File | Options. In the Word Options window 

that pops open select Add-Ins. Select Measurement Converter action from the Inactive add-ins and 

click on OK button. The tag will be added to the Active application add-ins. 

 

In Word 2007 go Office button | Options | Add-ins | Manage Smart Tags. 

In Word 2002 (XP) and Word 2003 the Smart Tags are configured from Tools | AutoCorrect Options 
| Smart Tags. 

http://news.office-watch.com/img.aspx?img=1438-Measurement Converter sample.jpg&a=1438
http://news.office-watch.com/img.aspx?img=1438-Autocorrect Options.jpg&a=1438
http://news.office-watch.com/img.aspx?img=1438-Select Autocorrect option.jpg&a=1438
http://news.office-watch.com/img.aspx?img=1438-Add-ins.jpg&a=1438


MEASUREMENT CONVERTER RESULTS  

Result from the measurement converter is usually rounded off to two decimal places. Measurement 

converter is designed to work in this manner. Although the precision is set to two decimal place for 
most conversions it might vary for some however depending on the length of the number. 

Another interesting feature of measurement converter is its ability of interpreting comma and dot 

based on region. If you look at the conversion result you will notice the use of comma to group the 

values and dot as the decimal point. Now if the comma and dot are placed correctly in the number 

then the measurement converter will convert it accordingly but if by mistake you use comma 

instead of dot i.e. for example if you write 88,1 instead of 88.1 then measurement converter will 

check the user‟s location and language options and converts based on the format defined in that 

region. If you observe the below screenshot the conversion result varies based on the placement of 
comma and dot. 

 

 

See a expanded version of this article on the Office-Watch.com web site click here for more or mobile 

edition 

 

  

 

SOS Computer Training 

PO Box 945 
Mackay   Qld   4740 

Ph: 07 4953 0173 
Email: admin@sherlocksos.com 

Web: www.sherlocksos.com 
 
 

You have received this newsletter because you are a client of SOS;  

you have shown interest in our training services, or we have met at a networking event. 
To remove your name from our mailing list please click here to unsubscribe 

http://news.office-watch.com/?1438
http://news.office-watch.com/?M1438
http://news.office-watch.com/?M1438
http://news.office-watch.com/img.aspx?img=1438-Comma.jpg&a=1438
http://news.office-watch.com/img.aspx?img=1438-Dot.jpg&a=1438
mailto:admin@sherlocksos.com
http://www.sherlocksos.com/
mailto:info@sherlocksos.com?subject=Unsubscribe%20from%20SOS%20newsletter

