Introduction to Smart Tags

What You Will Learn

After completing this lesson, you will be able to:

· Understand and Recognize Smart Tags

· Work with Smart Tags Options

· Use Word's Built-In Smart Tags

· Use Custom Smart Tags

Additional Written Resources

· Microsoft Knowledge Base Article – General Information About Smart Tags
http://support.microsoft.com/support/kb/articles/q276/0/07.ASP
· Lexis Nexis – Customized Solutions Using Microsoft Office XP Smart Tags
http://www.lexis-nexis.com/lncc/custserv/smart_tagsDownload.html
· West Group – Smart tags for checking citations at westlaw.com. 

· Word 2002 For Law Firms by Payne Consulting Group. ISBN 0-7615-3394-x

Overview

Smart tags are a new feature that recognize and label certain types of data in Word documents (and Excel spreadsheets). Names, addresses, recent Outlook recipients and even financial symbols can all be labeled with smart tags. Data recognized by smart tags appears underlined with a smart tag indicator line. To perform an action on data labeled with smart tags click the Smart Tag Actions button and choose an option from a drop-down list. With smart tags you can instantly create contacts, send e-mail, insert addresses, check stock quotes and even get driving directions!

Smart Tags Options

The Smart Tags tab on the AutoCorrect dialog box contains Word's complete list of built-in smart tag recognizers. You can use the options found in the dialog box to enable and disable individual recognizers, recheck a document for smart tags, turn off smart tags, remove smart tags from a document and even search Microsoft's Web site for additional smart tags.
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Figure 1 – Click More Smart Tags to check the Microsoft Web site for additional 
smart tags developed by third party companies.

Practice: Setting Smart Tags Options

1.
From the Tools menu choose AutoCorrect Options and select the Smart Tags tab.

2.
Check the option Label Text With Smart Tags.

3.
Check (enable) each of the recognizers.

4.
Check the option Show Smart Tag Actions Buttons.

5.
Click OK.

Use Smart Tags to Check Stock Quotes

The financial symbol recognizer automatically identifies financial symbols (i.e., MSFT, IBM, AXP, etc) that have been typed in all caps. Once a symbol has been identified and labeled you can click the Smart Tag Actions button above it and perform a number of different actions including checking the current stock price.

Practice: Checking Stock Quotes using Smart Tags

1.
Create a new document.

2.
Type MSFT in all caps (or the symbol of a stock you own) and press Enter. Notice that a dotted underline appears beneath the stock symbol.
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Figure 2 – The small purple dots indicate a smart tag. Click on the Smart Tag
 button to select from a variety of Smart Tag options.

3.
Hover the mouse pointer over the stock symbol so that the Smart Tag Actions button appears.
4.
Click the Smart Tag Actions button.
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Figure 3 – Click Smart Tag Options to go to the 
Smart Tags tab on the AutoCorrect dialog.

5.
Select the first option Stock Quote on MSN MoneyCentral. Your Web browser will open to www.moneycentral.msn.com and will display the current price of the stock.

Create Contacts Automatically Using Smart Tags

Smart tags were specifically designed to create seamless integration between Office applications. For example, with smart tags, you no longer have to cut or copy and paste contact information from a Word document into an Outlook contact form in order to create a new contact. Instead you can do it all from Word by clicking the Smart Tag Actions button above the person's name and choosing Add To Contacts from the action list.

1.
Create a new document.

2.
Type the following name and address (substitute an actual person you know):



Bill Smith (press Enter)



33 Jones St. (Enter)



Seattle, WA  98107 (press Enter twice)

3.
Notice that both the name and the address are recognized and labeled.

4.
Hover your mouse pointer over the name and click the Smart Tag Actions button.
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Figure 4 – If you want to use Outlook to set up 
an appointment select Schedule a Meeting.

5.
Select Add to Contacts and click to open a new contact form.
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Figure 5 – Fill in rest of the contact form with phone, fax and e-mail information.

6.
Add any additional information to the contact form.

7.
Save and Close the newly created contact.

Smart Tag Actions

The following table shows a list of the key data types and corresponding actions that can be performed using smart tags. 

	Names
	Dates
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	Addresses
	Phone Numbers
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Practice: Sending an E-mail Message Using Smart Tags

1.
Create a new document.

2.
Type the name of a person stored in your Outlook Contacts folder (make sure the person has an e-mail address entered in the contact form) and press Enter.

3.
Hover the mouse pointer over the name and click the Smart Tag Actions button.
4.
Select Send Mail.

5.
Outlook will open a new e-mail message with the recipient's name in the To box.

6.
Click in the To box and press Ctrl + K to check the name and pull in the e-mail address.

Display Map and Get Driving Directions Using Smart Tags

Late for a meeting across town and need directions? Looking for a specific location in a different city? You can use smart tags to display maps of specific addresses and even get door to door directions for any two addresses.

Practice: Get Driving Directions Using Smart Tags

1.
Create a new document.

2.
Type the following address:

1601 5th Ave (press Enter)

Seattle, WA  98101 (press Enter)

3.
Hover the mouse pointer over the address and click the Smart Tag Actions button.
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Figure 6 – Find any location quickly and easily using the Map display.

4.
Select Display Driving Directions and click to display the following dialog box.
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Figure 7 – The address information you enter is saved and will
appear the next time you open the Driving Directions dialog.

5.
Type the starting address and click OK. You browser will open to Microsoft Expedia's Maps page displaying a map, distance, time and step by step directions.
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Figure 8 – Print the directions out or save the web page for viewing later.

Insert an Address Stored in Outlook into a Document

You can use smart tags to quickly insert the addresses of contacts stored in Outlook into Word documents. All you have to do is click the Smart Tag Actions button above the name of the person and choose Insert Address from the list.

Practice: Inserting an Address Using Smart Tags

1.
Create a new document.

2.
Type the name of a person stored in your Outlook Contacts folder.

3.
Hover the mouse pointer over the person's name and click the Smart Tag Actions button.
4.
Select Insert Address from the drop-down list and click.

Custom Smart Tags – Lexis Nexis

West Group has developed a set of custom smart tags that recognize and label specific types of data commonly found in legal documents. For more information on obtaining these smart tags, visit westlaw.com.
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Custom Smart Tags – Lexis Nexis

Lexis Nexis has developed a set of custom smart tags that recognize and label specific types of data commonly found in legal documents. In order to download the smart tags you must have a subscription to Lexis.com. There are three categories of custom smart tags you can use with legal documents:

· Legal Case Name Smart Tag - smart tag links to the full text of a case and news articles and law reviews mentioning the case. 

· Person Name Smart Tag - smart tag links to biographical and public record information, and news stories mentioning the person.

· Address Smart Tag – smart tag links to directory and public record information about the address.

[image: image14.png]A SmartTags - Download Page - Microsoft Internet Explorer

| Fie E vew ravrtss ook b

| oo - s - @ ) 4| Qesch Clrwvorees (Bristory | By- b (€] - 5]

[ ctess [T e fomne et rts.comfccfcstsevisman togsoounlad et

™ " LexisNexis

More Information
Lexishexis™
Knowledge Base
Hotice to Cheyenne.
InocuL AH AntiVirus

%&e eServices

HOME CONTAGTUS  SEARCH SITE  eMARKETPLACE ABOUT US PRIVACY EWPLOYWENT LAWCOMMERCECON"" SUBSCRIBE
Lexishexis™ ) Customer Service » Downloads & Patches b Customized Salutions Using Micrasche Dfics XP Smart Tags Techrology

Customized Solutions Using Microsoft® Office XP Smart Tags

Download smart tags to LexisNexis™ content, which wil allow you to link directly
to information through the LexisNexis seices from a person, address or legal
case name typed in a Microsoft Ward 2002 document. These smart tags provide
you with direct access to a variety of materials on the LexisNexis senices
including legal research materials, news stories and public records

To take advantage of these smart tags, you must have the following
o LexisNexis subscription to fexis. com®
« Office XP installed on your machine

Download individual smart tags by clicking on the appropriate link shown below:

Legal Case Name smart tag: SmartTagCaseNames.exe (218K)
This smatt tag links to the full text of a case and news articles and law
reviews mentioning the case

Person Name smart tag: SmartTagPerson.exe (208K)
This smart tag links to bingraphical and public record information, and news
stories mentioning the person

Address smart tag: SmartTagAddress.exe (222K)

Tnternet




Figure 9 – Lexis Nexis is one of many companies developing custom smart tags. Click More Smart Tags on the Smart Tags tab of the AutoCorrect dialog box to see what other new smart tags have been developed.

Each of the smart tags can be downloaded individually as executable files or they can be all downloaded at once. To learn more about using custom smart tags from Lexis Nexis click the link under Additional Resources at the top of the page.

Developing Your Own Custom Smart Tags 

You can develop your own smart tags by downloading the Smart Tag Developer Kit (SDK) from the Microsoft Web site. Visit www.microsoft.com and in the Search box, type Smart Tag and press Enter.

