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Shortcut Menus

Control-click on almost any item in Word 98 to view a shortcut menu.

Inserting FAux Text

To enter text into a document, simply type =rand() and press the space bar or enter.

Selecting Text

Before applying formatting to text, you need to select the text.  Following are easy methods of selecting text:

· Select one word—double-click on the word.

· Select random text—with the cursor as an I beam, click and drag over the text.

· Select a line—move mouse to the left of the text (in the selection bar), when the mouse pointer changes into an arrow, click.  To select more than one line, click and drag.

· Select a paragraph—double-click in the selection bar to the left of the paragraph.

· Select the entire document—triple-click in the selection bar to the left of the text.

· Select a block of text—hold the Alt key down while dragging over the block of text.

· Selecting with the keyboard—hold the Shift key down while pressing any cursor movement key such as the arrows, Command-Home, or Command-End.

Dragging and Dropping Text

· Move text by selecting it and then dragging the selected text to the desired location.

· Copy text by selecting it and holding down the Option key while dragging to the desired location.

Viewing All Open Word Documents

You can view several open Word documents at the same time by using the Arrange All command on the Window menu.

Copying character formatting

If you have a certain combination of character formats you like, you can use that combination over and over again without choosing all those character formatting commands again.  Once you have formatted some text the way you want, you can just copy that format to new text.

To copy character formats:

1. Select the text that has the format desired.

2. Click on the Format Painter tool [image: image1.png]


 in the Standard Toolbar for a one-time copy.  Double-click the Format Painter to copy several times. (When done copying, hit the Esc key to cancel Format Painter.)

3. Select the text to be changed.

Why Do I Sometimes Lose the Paragraph Formatting?

Word stores a paragraph's format in the paragraph mark, so if you delete a paragraph mark at the end of a paragraph, you may lose the formatting attached to it, and the text will become part of the next paragraph.

Keyboard Shortcuts for Indenting Paragraphs

Command-M
Indent whole paragraph from the left margin by ½ inch.

Command-Shift-M
Decrease the indent by ½ inch.

Command-T
Indent all lines except the first line by ½ inch to create a hanging indent.

Command-Shift-T
Decrease the hanging indent by ½ inch.

Entering Blank Lines Between List Items

When typing numbered or bulleted lists, to enter a blank line after a list item and before the next item, simply press Shift-Return at the end of the line and then press Enter to create the next list item.  You can press Shift-Enter several times to enter more than one blank line.

Keyboard Shortcuts for Line Spacing

Command-1
Single Spacing

Command-5
1.5 Spacing

Command-2
Double Spacing

Preventing Titles from Breaking Away From Body Text

If you type a title for a paragraph near the end of a page, and then type the paragraph below it, the paragraph might go to the next page.  To keep the title with the paragraph, use the Keep with Next command:

1. Select the paragraphs

2. Pull down the Format menu and choose Paragraph
3. Click on the Line and Page Breaks tab

4. Turn on Keep with next
5. Click on OK
Entering the Current Date

1. Insert menu, Date and Time command

2. Choose the desired date format

3. If you want the date to be updated every time you open the document, turn on the “update automatically” check box,

4. Click on OK
Customizing Toolbars

There are several toolbars that you can view in Word and other Office programs.  You can easily turn these toolbars on, and you can add and remove tools from them.

To Display Toolbars:

1. Pull down the View menu and choose Toolbars (or right-click on any toolbar)

2. The Toolbars with a checkmark next to them are currently being displayed.  Choosing a toolbar without a checkmark turns it on.  Choosing a toolbar with a checkmark turns it off.

Customizing Toolbars:

1. Pull down the View menu, choose Toolbars, choose Customize (or right-click on any toolbar and choose Customize)

2. Click on the Commands tab

3. As you click on Categories on the left-hand side, you see the Commands on the right-hand side.

4. To add a command to a current toolbar, drag the command (tool) to the toolbar and drop it in the desired location.

5. To remove a command from a current toolbar, drag the tool from the toolbar and drop it anywhere on the Customize dialog box.

6. When finished, click on Close.

To Move or Remove a Tool:

Press the Command key while dragging the tool to the desired location.  If you want to remove the tool, while pressing the Command key, drop the tool anywhere off of the toolbars.

Inserting the Filename and Path (File Stamp)

1. Insert menu, AutoText
2. Choose Header/Footer

3. Choose FileName and path
Creating a Macro for the File Stamp

1. Tools menu, Macro, Record New Macro
2. Type a macro name (without spaces)

3. Make sure All Documents (Normal) is selected in the Store Macros in box

4. Type a Description of the macro

5. Click on OK.  At this point, everything you do is recorded.  Follow the steps above for Inserting the FileName and Path.

6. Click on the Stop Recording tool.  (If the Stop Recording toolbar is not displayed, pull down the View menu, choose Toolbars, and choose Stop Recording.)

Adding the Macro to Your Toolbar

1. View menu, Toolbars, Customize
2. Click on the Commands tab

3. Choose Macros in the left pane

4. Drag the File Stamp Macro from the right pane and drop it on one of your toolbars at the top of your screen.

5. To change the tool to a picture, Control-click on the Macro in the toolbar, choose Change Button Image, and click on the desired picture.

6. Control-click on the tool again and choose Default Style
7. Close the Customize dialog box.

Note:  If you later change the name of your file, select the Filename field in your document and press the F9 function key to update it.
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