TenTips To Help Stay Connected
In Today’s Always-On World

(NAPSA)—The reality of today’s
always-on world means that life
and work must keep moving. So
when you can’t be where you need
to be due to unplanned events such
as bad winter weather, a family sit-
uation or a surprise meeting, let
Microsoft Office help you stay pro-
ductive no matter where you are.

“More and more, it seems the
daily routine is anything but,”
said Alisa Swann, productivity
solution specialist at Microsoft.
“While we can’t always anticipate
what might come along and derail
our day, we can be prepared for it.
With tools from Office, it’s easy to
stay connected to people and
information, anytime, anywhere.”

Swann recommends the follow-
ing 10 tips to stay productive no
matter what:

1.Be a packrat. Store impor-
tant documents for free on the
Web so you can access them over
the Internet or from a computer,
i0S device or Windows Phone.

2.Let Office be with you.
Create, view, and edit documents
from any Mac or PC connected to
the Internet, with the free Micro-
soft Office Web Apps.

3.Seize the moment. Make a
quick list, capture images and
audio, in Microsoft OneNote on a
Windows Phone or iOS device,
then access and edit those notes
on the Web.

4.Be as good as there. Use
Microsoft PowerPoint 2010 Broad-
cast on the Mac or PC to present
ideas to people in different loca-
tions. Participants can even view
on their mobile phone.

5.Work together when
you’re not together. Make revi-

When you can’t be where you need
to be, you can still stay productive
thanks to technology tools.

sions with others at the same time
using co-authoring in Microsoft
Word 2010 and the Word Web App
on the Mac or PC.

6.Take people with you.
Store contact information for all
the important people you know in
your Microsoft Outlook Address
Book—so you’ll never be without a
number, email or address.

7.Mind your time. Manage
your calendar and setup, move or
cancel appointments on the Win-
dows Phone with confidence.

8.Don’t make them wait. Set
an automatic reply from Outlook
on your PC or Windows Phone to
let people know you're out.

9. Turn information around
on the go. Receive, read, edit and
send Office documents from
virtually anywhere on a Windows
Phone.

10. Enhance your blog. Pub-
lish your “marooned manuscript” in
a blog and enrich your story by
embedding a PowerPoint slideshow.

Now it’s time to gear up, settle
in and prepare to keep life mov-
ing. For more tips and resources,
visit www.office.com/snoworshine.





