
· The Office Assistant either remains on screen observing your 
actions all the time, or can be called up via the Help menu or 
the Standard toolbar. The Assistant monitors what you are 
doing, and if it can see a quicker or better way of doing 
something, a light bulb will appear in the window.    Just click on 
the lightbulb to see what the Assistant has to say.

· There are several Assistants to choose from, all fully animated. 
· Don’t worry about the Assistant getting in the way if you leave it 

on screen all the time. It will actually move out of the way if you 
are typing in the vicinity. 

· Click on the Assistant with your right mouse button, and a pop-
up menu appears with a set of options that enable you to hide 
the Assistant, change the Assistant, view any tips that have 
been suggested or animate the Assistant.    Other options 
available range from the ability to stop the Assistant from being 
called up by the <F1> key, to deciding whether or not you wish 
to view the Tip of the Day on Startup.

Accessing Alternatives: 

Menu: Help, Microsoft Word help. 
Keyboard: <F1>


