30 WORD TIPS & TRICKS

To Make You a WORD PRO!

FONT FIXES

1. Change default font V
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The default font for any new Word document is Calibri
(Body) — size 11. This may not be a font you like or want — poi Part st ghei
so why keep it that way? You can change your default font Tanoma Raguiar n
to be exactly as you want without changing it every time. Tesmiz 3 e | M0 e
Tmas Hew Roman Bl 10
. . Tradetiored Arabec Ooid Ralic 11 =
To do so, click on the corner arrow in the Font group. Trebuchet M3 - e
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Select the font you want for a default along with style
(regular, italic, bold) and the size. (Automatic font color is
black). Click SET AS DEFAULT, and then click OK. w Tek EFfecti,, ok Laniel
Y our next new document will be set up with your favorite font, ready to go.
2. Increase/decrease Font
oo CTRL,SHIFT >
Easily increase or decrease ] f ]
Times New Ro - |16 Aa~ A = - iz LN font size by clicking the large increases font size
mes SRR y g the ‘afg CTRL, SHIFT <
s —_ A or small A, respectively. decreases size
B I U ~aex. x AT BEEES Or use the keyboard shortcuts
Font - Pa for even quicker transition.
i .
v X Increase Font S'IE_' (C_m”] And...did you know that you can type in any
Make your text a bit bigger. number in the font size? It doesn’t have to be one
of the selections — even up to a half size such as
4.5.
Tirnes Mew Ro - |157 |= | Calibri (Body) - 45 -
CTRL+ mak d . . . .
subscﬁpt/méﬁiﬁvé‘ﬁlFT + If you need a quick superscript, highlight the word, and press CTRL and the
makes a word superscript PLUS sign. For subscript, press CTRL, SHIFT, and the PLUS sign.



3. Toggle Case ,., T .iE .

Want to go from lower case to upper case or vice versa without retyping everything? Or l_:n:::ic“
maybe you want words placed in title case. Change capitalizations the easy way with a T
click of a button: whether you would like to convert the text to lower case, Sentence

case, or UPPERCASE. Highlight the text, click on the "Aa" pull-down, and select your

choice. If you’d like to use the keyboard shortcut, it’s SHIFT F3.

UPPERCASE
Capitalize Each Word

tOGGLE cASE

TEXT TRICKS
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4. Convert to Plain Text -
= r-.-.-. st Fairrie:
When you copy snippet from a web page into Word, all styles, [ Jen e
hyperlinks, and formatting come with it. If you want text only without = 0l e | Keep Text Only (T)
the garbage, select the down arrow on the PASTE icon, and click Paste ---r| s :
KEEP TEXT ONLY. Set Desgorrrae

To remove the style from any block of text in Word —select the block and press Ctrl+Space Bar.

5. Use the Mini-Toolbar to Quickly Set Heading Style

Y msmacoa wpbcze AaBib 1 Aaf' When you highlight a word or phrase, a mini-toolbox |
e e L pops up saving you time from clicking on the ribbon.
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6. Use the Format Painter

Like the style you’ve chosen? Use the Format painter to Did you know? The
% Forrnat Painter apply that format to a new word or phrase. Instead of FORMAT PAINTER
highlighting each word or phrase and setting formats on works in ALL
each one, set it up once, and then use the Format Painter Microsoft programs!

to apply the same style.
The format painter also works on pictures, styles, and much more.

To use it multiple times, double-click the icon to keep it on.



7. Select a Line or a Paragraph SELECT A

WHOLE
. Select a whole line by hovering your mouse in the left margin SENTENCE -
Your copy of Mi until you see an arrow, and then click. CTRL Click

arithmetic oper
Easier - Press the Ctrl key and click on any word to highlight the entire

highlight it and sentence.
e status bar.
3 Rapid Clicks

Easiest -- Need the whole paragraph? Three rapid clicks

anywhere inside the paragraph will do the trick. = Select the
whole

paragraph!

8. Quick Parts

: hours by not typing or formattin
A= L4 SignatureLine - Save y ypmg g
) 4 A= T Q

the same text or graphics repeatedly.

i ] @ Date & Time
Quick WordArt Drop ) Equation Symbaol ) ) ]
Parts~ - Cap~ M Object - - - Quick Parts is an efficient and speedy
i AutoTed , Symbols way to add preformatted fields into your
B document for merge files. But it’s not

[=1 Document Property ¢ Abstract limited to only those fields. With the new
building blocks feature, almost any type
of text or graphic can be saved and then
Category inserted into your documents using a
Comments keyboard shortcut.

Quick Parts is on the INSERT ribbon.

] Field... : Company 1 Author

[Company]

=F Building Blocks Organizer...

9. Building Blocks with AutoText

An even faster way is to create a building block from formatted text along with any form fields, clip
art, WordArt, or more. To speed up your workflow, create building blocks for all text or graphics that
you use often. This is great for canned answers or letters.
|;| 4 A [# signature Line -

E;'l;.[late & Time
Quick WordArt Drop

1.

Make it exactly as you want it to appear. P A %P ) bt -
\HQ). o4 &) AutoTedt v
@//ncl)swnoygon ]T TV&U/ICV [=1 Document Property 3
@ Hutchens Industries ] Field..
PH. #1194 =} Building Blocks Organizer...
e |_—'E Save Selection to Quick Part Gallery...

2. Highlight all of it, including any clipart.



3. Click Quick Parts/ Save Selection to Quick Part Gallery and name it.

——

(It’s advisable to name it something short that you can remember). et e e e
4. When you want it the next time, type the name of your building S
. . Gallery: Quick Parts |E|
block, and then press F3 to retrieve it.
Categony General |Z|
— All your building blocks will show up in the S S
2 Quick Parts catalogue if you forget what you |
had named them. Find your building block,  |[saein: |suiding Biocks (5]
I and click to enter it into your document. AN Juced conteok vol [=]
AR S [ ox ][ comcer |
10. AutoCorrect for Troublesome Words or Use as Shortcuts
Are there certain words you
General i;BCJ Change how Word corrects and formats your text. never get I‘ight? Does dyslexia
= overtakes you and changes those
AutoCorrect options letters around? Let the
Save Change how Word corrects and formats text as you type: AutoCorrect Option help you!
Language
1. Go to File/ Options / Proofing
2. Click on AutoCorrect Options >3
3. Type the word WRONG in the “Replace” field - Hutcheaslpizst;; Inclh"mmi'm
4. Type the word correctly in the “With” field
5. Check the box to “Replace text as you type”
6. You can even use this as a shorthand feature. Type in an abbreviation or a few letters to be
replaced with a phrase. Next time you type those letters or abbreviation, it will be changed when
you hit the spacebar or enter.
ALIGNMENT ANSWERS
11. Convert a list into a table or put in a textbox.
There are times you cannot get your lists to align no matter what.
TIP> Put the list in a table or a 1. Goto File / Options
textbox. It’s a much quicker and 2. Click on Advanced
1. Goto File / Options easier way to manipulate data. 3. Scroll to Cut, copy, and paste.
2 Click on Advanced  * 4. Check “Use the Insert kev for paste.
3. Scroll to Cut, copy, and
TO PUT INTO A TEXTBOX: T
paste. -
4. Check "Use the Insert 1. Highlight the list. -
key for paste 2. On the INSERT tab, click on Text Draw Text Box
TEXTBOX Box~

3. Draw Textbox.



INSERT
1. Highlight the list. TO PUT INTO A TABLE:

D 2. On the INSERT tab, click on TABLE

3. Convert Text to Table. 1. Go to File / Options
2. Click on Advanced

Table
‘Df‘ T 3. Scroll to Cut, copy, and paste.
Bl DrawTable 4. Check “Use the Insert key for paste.
Tables éﬁ Convert Text to Table...

Lo} - .-

12. Easy Alignment of Text or Graphics

Center text—To display selected text centered: Ctrl+E

Align text left—To display selected text left-aligned: Ctrl+L

Align text right—To display selected text right-aligned: Ctrl+R
Align text justified—To display selected text justified: Ctrl+]J

If you prefer to use the mouse, click on the alignment icons in the Paragraph group. —

13. Picture Problems

Save time by using the

. i | Layout Options mini-layout toolbar that
}'C"m Choose how your object interacts pops up when you click on
B @ | dommme \with the text around it a picture. Easily align it to
| mext to have text flow around,
y above and below, or

Best setting: TIGHT

through. These actions are
| = also available with a right-
click

+«.u. 14. Group Pictures

T Grou Several pictures not playing nice? Sometimes they will move on top of each other. Fix it
-=a 2roup by setting them in a GROUP. Click all the pictures you want to stay together, and then go
' to the Picture contextual ribbon/ Arrange /Group. WARNING: This will change your

¥ 0 layout alignment.

15. Anchor Pictures to Stay in Place

Options
Right-click any picture to anchor it in place. Go to Size and Position, Position Fliiane shiea with Tavi

and then check the box for “Lock anchor.” If you want the picture to stay
with the text, then check the other box. (You can also find Lock anchar

it from the mini-toolbar by clicking on “See More....”)

See mare..,

| =



16. Paste Solutions

Did you know you can use the INSERT KEY to paste? Just set it up in Word Options. Options
Peting mitker the sams doo uimsent Keen douwce Fonmatting [Defs
Pl fjewnn dodamanii K S Foamaitmg (Defa
Pasting hytwasn dogumanty whee itgle defadpn cendlics Use Dedinstinn Wyles (el
Preating drom othes programy Keep Source fonmaiting (Defs 1. Go to File / Options
st paste pichures a5 Tight - 2. Click on Advanced
7 3. Scroll to Cut, copy, and paste.
‘ ‘ Use the Insert kE}f for paste 4. Check “Use the Insert key for paste.
¢ Law gimart esd dnil paste el

Using the Insert Key makes copying and pasting super-fast. Use PrtScn to copy an area, and Insert to paste!

17. Add Quick Table, and Quickly Add Rows or Columns

Word has pre-built tables, such as calendars, already made for you! Go to the INSERT tab, click on TABLE,
and the click QUICK TABLES to see all the options you have.

Tm TmmT oo When you work on a table, click where MAY
M Quick Tables #  you want to add a row or a column, and M | W | | e ‘
then click the plus sign. 112 3|45 &
7 8 8 10 11 12 13
. 14 15 16 17 18 19 20
E3 ) 21 |22 23 24 | 35 | 26 27
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SPACE SOLUTIONS

18. Change Line Spacing—

f'» - B - | ThNorma KEYBOARD SHORTCUTS
(L] 10 To change line spacing from single to double- Ctrl+1 - Changes to single line spacing
1'25 spaced, it’s easy enough to click the line and C":‘”Z - C:a“ges 1o doul'?'e line spacing
iy paragraph spacing icon on the HOME tab. Ctrl+5 - Changes to 1.5 line spacing
S Quicker yet — use the keyboard shortcuts.
3.0

Line Spacing Options...
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19. Set Default Line Spacing SR

Nothing may be more aggravating than Word’s default line spacing. Paragraph [
Word’s default for a new document is no indents and a 10-pt. line space z 3 k
after each paragraph. e 1o
Set up line spacing to be what you want for every document without "::”“ Spacing | Line snd Page Bresky
having to reset it each time. sagnmers | Contens 2]
| Qudirse feprt | Bindy Tewl TJ

1. Click on PAGE LAYOUT / Paragraph Group |

2. Click on the corner drop-down arrow to open up the dialogue box. uﬂl ;o =

3. Set up your Indents and Spacing. For no extra spaces before or gt .

after a paragraph, set both to 0 (not AUTO).

4. Click SET AS DEFAULT.
5. Choose if you want it temporarily (“this document only?”’) or for

all future documents.
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Microsoft Word
Do you want to set the default alignment, indentation, and spacing of the paragraphs for

@ This document only?
() All documents based on the Normal template?

[ 0K ]l Cancel |
Cane

SI

If you only need to add extra space before or after a paragraph in certain places, click on the paragraph spacing
icon in the Paragraph group (HOME tab). Here, you can select line spacing options and add or remove spaces

before or after paragraphs.

20. Troublesome Indents

T | sasbeend asshee Problems with hanging indents or dangling sentences? Fix them with the
Increase Indent shortcut. Using this feature will move the whole

. paragraph to the right five spaces.

s

iragraph
Increase Indent The Decrease Indent moves it closer to the margin.
Muove your paragraph farther away
from the margin.

21. Unruly Ruler?
I 324 JEC-J 3% 432 o

é‘_" 36 72 108 144 180 216 252 288
Fgalay
Fal

The ruler may not be visible on your screen. You’ll
need to see it if you work with tabs; it is located on the

Show this number of Secent Docurneis

VIEW
VIEW tab. Check the box to turn it on. 71 Quickdy acoess this numaer of Recert Documents:.
| Ruler Shind Ehiis nuenber of unpinned Bt Faldes 5
If, for some reason, the numbers look odd, it may Show messuremants in units of Ficss -
Gridlines be showing in picas or points rather than inches. To i nwer rans width i st an Ciine e e
Mavigation Pane change it, go to FILE, ADVANCED, DISPLAY. Change the
chow selection to INCHES for “Show measurements in units of:” @ - THormsl
e Add Space Before Pa

Remowve Space After

adll



MOVING TEXT

22, Move Block of Text without Cut & Paste NOTE: This
will CUT and
You may use the Cut/Paste (Ctrl-X Ctrl-V) route to move text or pictures from one location move your text,
to another, but there’s another way. Highlight any block of text, press F2 and then place the not copy it.
cursor at the spot where you wish to move that text. Press Enter and it’s done!
23. Combine Multiple Word Documents Without Copy/Paste &

Combine two or more Word documents without using copy and paste. -

Place the cursor where you want text.
Click the Insert tab

Open the drop-down menu for Object
Choose "Text from file"

SNk =

A dialog will open. Browse to the file you wish to combine
Click the down arrow on INSERT to insert into the whole document or create a link to it.

g __———-—-_-___ II. Insert |v] Cance

Ginie M || Creste fom s
File pame
e Bresese.

neert as Link

24, Find & Replace — New Options with Ctrl + H

Get rid of extra spaces and more with Ctrl H.

Find and Replace

{ | Fing | Beplace | GoTa

1 | Fipd what e
Ophions e

Cancel: |
Zzach Cpdions

fSeardy | Down

Blatch case in Dash Tetatct peredin

Find whole w i Feliabe st

Line wiildeard

Sourds BEe [ Wariual Line Bresk Igrcre punchuskion chamoten
Find &8 wand Wil Pige Break Igronm yhile-sgsadn (harsdimy

Ridlads bty pheer
e

Ctrl + F finds words or phrases, but Ctrl
+H finds and replaces.

Go to MORE > > to find the SPECIAL
button. Find hidden characters and
commands sucah as Em dashes (--) You
can replace them as well.

TIP: Replace two spaces with one:

FIND (tap space bar twice);
REPLACE (tap space bar once).

You can use Find & Replace for
formatting options, use wild cards for
search details, plus so much more!



VIEWING AIDES

25. Compare Two Documents with a Split Screen
Sometimes you need to
compare two different
documents. Instead of
switching back and forth
between documents, why not
view them side by side?
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15, Compare Twe Dommenis with o Split Soeen

Semrimee yoo reed b o pars

lecuiniani

Go to the VIEW tab, and
click on VIEW SIDE BY
SIDE.

“Synchronous Scrolling” is

turned on by default — meaning both documents will scroll at the same time. If you want to scroll each one

separately, click “Synchronous Scrolling” to turn it off.

(9 Wiew Side by Side
e Synchrunﬁ Scralling

Perhaps you would rather view the documents one on top of the
other. You can do this by clicking the SPLIT SCREEN icon on the :

“Synchronous Scrolling” is turned on
by default. If you want to scroll each
one separately, click “Synchronous
Scrolling” to turn it off.
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15, Compare Two Docments wiih a Split Sereen

WIEWY

Split

Both of these options work like a toggle switch. Click

VIEW tab.
M A oL 1 r
VIEW DEVELOPER Acrobat
mVieu[\réSide by Side EE
Split Switch
Windows ~
Window

it again to return to normal one sheet mode.

26. View Multiple Pages for Quick Proof
EFERENCES ~ MAILINGS  REVIEW  VIEW 1.0n the VIEW tab, click MULTIPLE ElE e
PAGES Fatad | Pised Wl.'::: A Dk

_b_‘l) DOneF‘age
—EI G Multiple Pages
00%

1Elr Page Wiath

2 H B

Mew Arrange Split
Window Al

button is on.

2.Make sure the PRINT LAYOUT

‘nde Lapaut Layout

Vlews

3.Click the ZOOM icon and click Many

Pages to see a slideshow of your

document.

= :__Muarr,- nages:

- M@ g

Loarm

To see all pages together, simply hold your CTRL key down, and

scroll backwards with the mouse.



27.

— To get back to one page, go
to VIEW and click on ONE
PAGE.

Collapse Headings for Greater Focus

Collapse parts of the document and focus on the text you want.

] (- 18 = UF.II.II.IFIH
Jui

Aa

/ e b
Jae Expand/Collapse

A Font..

= Paragraph...

E Define

QUICK CLICKS

28.

Auto-Update Time and Date

28.

N

I 28.

Collapse Heading
Expand All Headings

Collapse All Headings

YL L W

back S
*? |:| One Page
E EIE rultiple Pages

‘Bl Page Width

Loom

Wk back!
ook up whese e e

B g T Bovarr nda i o

fpibereas
Ve

If you see a small grey
triangle beside a heading or
numbered list, it means that
heading can be collapsed.
To expand it again, click the
white triangle.

|
|

Do and e R v 5.5

| premssay e frrmaty

On the INSERT tab, click the Date & Time button and a pop-up
window will appear. Click the date format you want and then be sure to
click the "update automatically" box in the bottom right corner. Now the
date will automatically be updated every time you open (or print) the

document.
[ # signature Line -
F.;:l;. Date & Time
. [ Object - %
29.

This is especially handy if you do many form |
letters. = i fanat ||
Make Quick Symbols@
2 Syrmibol
CREATE A HORIZONTAL LINE = Type 3 hyphens and press enter . 4 .
TO REMOVE HORIZONTAL LINE = Click on Borders, and choose none R G
Create a © copyright symbol with ( ¢ ) I ¥ © ® ™
Create a Registered ® with (1) 4+ 2 < = -
e Create a degree mark ° with CTRL @ ;
B oo I_l [

You can create more symbols by clicking on the SYMBOL icon on the INSERT ribbon.
You’ll see fractions are available as well, and if you don’t see one you want, simply create itin | £2

an
Turday, katp QY 2GIE
bty 1. JOER

Lgeage

TAGMLE L4443
1244 P

Englmby LinEpdé Maled | = |

the AUTOCORRECT feature. (see #5 )

More Symboals...



30. Quick Access Toolbar

LChocze corprmands from

Ll Commenands -_:J
Customize Quick Access Toolbar :I.I.::I.::;:..i\-Ill:lrl\::-::l..:-;l;m I The Quick Access Toolbar will save you hours
New of time with shortcuts you use consistently.
Open Quick Print and Print Preview and Print are
v Save two that are invaluable, but do not automatically appear on the toolbar. To add them,

right-click on the toolbar, and then select these options.

Quick Print . .
To see many more OpthIlS, click on More Commands.

Print Preview and Prin

Spelling &

Und . .
Y Pml ’ Popular Commands is the default. There are many more options under All
- Commands.
Draw Table
Touch/Mouse Made
Mare Commands.. - The FIND icon will open up the Navigation panel to allow for a search
Choose commands from: G f d t th t 1 k th N . t 1
Popular Commands = of your document without clicking the Navigation panel on.
Popular Commands |
Commands Mot in the Ribbon
All Commands i
= b3 Eml BHS Ra#
HEAINMES ~ PAGEE  BESIRT ﬁ Find -
W Ciemte an inleraities pnillee 2] o WDRD TIPS
Wi e Just add the binocular icon to the Quick Access Toolbar!
paa iy i 1 iz “ .
tmnd, ot S e ak wnd app W
tyies |0 the =esgrgn o
| 1

REVIEW

Word attempts to make your life easier by doing a lot of your work for you. As you learn to use the shortcuts

and tools that Word provides, you’ll find that your speed and efficiency increases. This class has given you
only thirty tips; there is so much more.

Learn how to set up your document to make it look professional with just a few clicks. Other pointers for

instant table of contents, leader tabs, stubborn indents, and how to work with and pictures in the class to come:
Styling with Word.



