QUICK TIPS – TO BE COVERED IN CONTEXT
Getting to Know Your Best Friend


Ctrl + z

Selecting Text 

With the Mouse– Don’t just click and drag!



To select a word:  Doubleclick it.

To select a sentence: Ctrl + click

To select a line:  Point to left of line of text until the insertion point becomes an arrow and then click

To select a paragraph: Tripleclick it OR point to the left of the text and then doubleclick.

With the Arrow Keys and the Shift Key – Experiment!

With Keyboard Shortcuts


To select all the text in the file: Ctrl + A


Changing Case
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Format | Change Case   

Changing Line Spacing in a Paragraph

Word interprets a paragraph as any text before a “hard return,” as coded when you press the Enter key; therefore, a paragraph could be multiple sentences or a single line, word, or character.

To double-space a paragraph: Ctrl + 2  

To single-space a paragraph: Ctrl + 1

Inserting/Editing/Deleting a Comment


Insert | Comment

Rightclick the left component to edit or delete; rightclick the right component to delete.

Growing/Shrinking Text

Ctrl + ] to make the text larger, or Ctrl + [ to make the text smaller.

Stripping Copied Formatting (Pasting Plain Text)

Edit | Paste Special | Unformatted Text

Changing Bold, Underlined, or Italicized Text


Ctrl + B or U or I – Toggle to remove formatting.


Ctrl + spacebar to remove any of these three.

Aligning Text or Inline Images

Ctrl + L or E or R

Copying/Moving Text/Image with Drag ‘n Drop


To move selected text/image: Drag ‘n drop 

To copy selected text/image: Ctrl, drag ‘n drop

Removing the Blank Last Page
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Place your insertion point at the bottom of the next to last page.  Press Delete multiple times to delete the blank lines on the last page.  If you toggle the Show/Hide command, you can see the hard returns that are coded in the document.  
Shrinking Two Pages to Print on One Page

Print Preview | Shrink to Fit

Printing Multiple Pages on One Sheet


Print | Zoom | Select number of pages to be reduced to print on one page.

Working with Two Documents

Open the documents, Window | Compare Side by Side, and select the second document.

You can copy/move selected items from one document to another.

(On the Windows taskbar, you can command a vertical, horizontal, or cascading arrangement of all open windows.)

Accessing Open Files (If You Don’t Want to Use the Taskbar)




Alt + Tab

Navigating a Document


To go to the end of a line: End


To go to the beginning of a line: Home


To go to the end of a document:  Ctrl + End

To go to the beginning of a document:  Ctrl + Home

Deleting Text


To delete a character to the left of the insertion point:  Backspace


To delete a word to the left of the insertion point: Ctrl + Backspace


To delete a character to the right of the insertion point:  Delete

To delete a word to the right of the insertion point: Ctrl + Delete

Changing Your View of the Document


Ctrl + Scroll wheel on mouse

Inserting Random Text

Type =rand (3) and then Enter. Change number as desired.


(In Word 2007, type =lorem () for a different look.)

Using Headers and Footers

View | Header and Footer

[image: image4.emf]


[image: image5.emf]



Inserting a Diagram
Returning to Last Editing Location
Shift + F5

This “go back” shortcut will cycle you back to your four most recent edits during a session.  When you re-open a Word document, it will jump your insertion point to the last thing you changed before saving and closing the file.

Saving All Open Word Documents
Shift and pull down the File menu.  Word adds the Save All command to the menu.

Selecting Text Vertically
Alt and then drag vertically.
Accessing Dialog Boxes Quickly
To access the Page Setup dialog box, doubleclick the horizontal or vertical toolbar.

To access the bullet/number options, doubleclick a bullet.

To access AutoShape options, doubleclick an AutoShape.

To access the table properties options, doubleclick the Table Move Handle (four-headed arrow at top left corner).

Adjusting the Personalized Menubar (Handout)

NOTE  Title case capitalizes the first letter of each word (including short prepositions and a, an, and the).





The header appears by default.








Click the diagram icon on the drawing toolbar.  Click on each option to read its purpose.  
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