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W 0 R D TIPS AND TRICKS
FOR DAILY USERS



@ Word File Edit View Insert Format

75¢M File Edit View Insert
About Microsoft Word
Preferences... 28,
Sign Out...
Services

Hide Word
Hide Others
Show All

Quit Word

Word-Tips and Tricks for Daily Users - PowerPoint

© Ateon Chsol Microsoft® Word for Mac
info Account Version 16.30 (19101301)

New
5 User Information Product Information Product|Ib: 02964-017-129868
pen . a o 4o
. P . ﬂ ff|ce License: Office 365 Subscription
ave achisolm@ccsnh.edu .

ot O Device ID: B569A31C-B656-5774-9D61-036CF3710764
Save As

About me 0 q
e Adone S— Product Activated © 2019 Microsoft. All rights reserved.
PDF Switch Account Microsoft Office Professional Plus 2016 q

This product contains License Terms
Print Office Background: ® :
PR EPES i q
Crange Product Key Third Party Notices
i h X Warning: This computer program is protected by copyright law and

Export Office Theme: 0 About PowerPoint international treaties. Unauthorized reproduction or distribution of this

Colorful Learn more about PowerPoint, Support, program, or any portion of it, may result in severe civil and criminal
Close . About Product ID, and Copyright information. penalties, and will be prosecuted to the maximum extent possible under

Connected Services: PowerPoint the law.

@ OneDrive - Community College System of New Hampshire - Faculty/Staff

Account achisolm@ccsnh.edu
Options B Sites - Community College System of New Hampshire - Faculty/Staff

achisolm@ccsnh.edu




Tips & tricks that will
save you loads of SPEED IT UP

time.
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QUICK
SELECT/GRAB
TECHNIQUES

Select single word: quickly double-click that
word

Select line of text: place your cursor at the
start of the line, and press Shift + down
arrow.

Select sentence: place your cursor at the start
of the sentence, and press Cirl + left click.

Select paragraph: place your cursor at the
start of the paragraph, and press Ctrl + Shift
+ down arrow.
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USE KEYBOARD SHORTCUTS FOR CUT, COPY, PASTE

CUT = CTRL + X COPY = CTRL + C PASTE = CTRL + V
OR CMD + X OR CMD + C OR CMD +V
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ET YOUR DEFAULTS: MARGINS

Layout > Margins > Custom Margins

Layout > Margins > Custom Margins

Page Setup ? X
‘ ‘Document
Margins Paper Layout
[ Margins STl Margins
Top: 1" z [ Top: 1" = Bottom: 1 S
Bottom: 1" z :: Left: 1 = Right: 1 =
i B » = Gutter: 0o S Gutterposition: | Left v
Right: 1" . := Orientation
Gutter: 0" v _—

Gutter Position:  Left &)
Portrait Landscape

Pages Pages
Multiple Pages: Normal [V ] Multiple pages: Normal v
Preview

Apply to: Whole document &3 —_—

Default... Page Setup... Cancel [ OK | Applyto: |Whole document v

Set As Default Cancel
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Font

'ﬂ. Advanced
Font Advanced
Font style: Size:

Candara %@ Regular n F Font style:
Color & Underline

Font:

Font color: Underline style: Underline color: . A
[ —) —— B Automatic ; g::
i Bold Italic
Effects Candara |
Strikethrough

Font color: Underline style: Underline color:
Double strikethrough

Superscript _m _m _m
~ Subscript

Effects

[[] strikethrough ] small caps
[C] Double strikethrough [J A caps
[] superscript [] Hidden
[ subscript

Preview
This is a TrueType font. This font will be used on both printer and screen.

Default...

Cancel




ooy | FORMATTING HEADACHES

handling common

formatting issues. S 0 |_V E D
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CHANGE CASE/CAPITALIZATION OF TEXT

Insert Design Layout References
S - - . — 4 — 4 —
M Candara -1 <A A Aar R =iz~ g
Paste Sentence case. =
) lowercase
ipboard & ar.
UPPERCASE
NaVigation v X Capitalize Each Word
Search document jo i tOGGLE cASE
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CHANGE LINE SPACING

= =i, == 8
=iz &2 2T [ assbeed For part of a document
=== | O~y T Normal
For whole document
Parai | ¥ 1.0
1.15 For default setup
1.5

Line Spacing Options...

Add Space Before Paragraph

“[I| [l

Add Space After Paragraph
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PASTE WITH CORRECT FORMATTING

When you copy content from a
formatted source, such as a webpage or
another Word document, you can select
options at the time you paste it into your
document.

T (Ctrl) ~

Paste Options:

713 (& [A

Set Default Paste... t




USE STYLES TO STANDARDIZE
THE ELEMENTS OF YOUR

DOCUMENT

Titles, headings, paragraphs all should be
standardized throughout a document. But who
remembers whether you bolded or underlined or

used a color?2

Styles makes it easy....

AaBbCcD ' AaBbCcD AaBb(C¢ AaBbCcl
TNormal | TNo Spac... Heading1 Heading2

-; Styles
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In the 215" century,
documents contain a
lot more than words,
so you need to know

how to insert that
confent easy peasy.

MORE THAN WORDS
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INSERT A HYPERLINK

You can insert hyperlinks to:
°*  Webpages
*  Document on Your Computer

*  Text within a Document

°*  Email Address

Insert Hyperlink

Link to:

Existing File
or Web Page

Place in This
Document

Create New
Document

E-mail
Address

Text to display: Insert a hyperlink

Look in: achisolm P C&
. _J 3D Objects A
urrent
Folder | Conta.cts .
o Creative Cloud Files
Deskto
Browsed ! d
Pages =] Documents
‘ Downloads
Recent | X Favorites
ecen .
Files £. Google Drive
A Links v
Address: ht'tp:/vaw.rivervaIIey.edul v

? X

ScreenTip...

Bookmark...

Target Frame...

Cancel
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INSERT PICTURE OR IMAGE

Pay attention to copyright issues! Don't insert a
picture or image that you don’t have a right to use.

Two great sources for free phots:
Pexels.com

Unsplash.com

Pay attention to privacy issues! Do you have
permission from the people in the images to use
these pictures?

Layout References
D | [A) ‘ESmartArt
- &
i = ) I | Chart
Table  Pictures Online Shapes
Tables Illustrations
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INSERT SMART ART

Smart Art is where you find diagrams that
you can use to show processes, hierarchies,
relationships.

They are “quick pictures” that convey
information more effectively than words

alone.

You get to fill in the text and have lots of
formatting options for each Smart Art
diagram so something is bound to work.

Insert Design Layout References
D L | 7 SmartArt
0] ag) [ 08 Chart
Table  Pictures Online Shapes
Tables [Hustrations
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INSERT A CHART

Charts are just for Excel! You can create and
insert simple charts in Word too.

Just choose the chart that work to
communicate your information, fill in the
numbers, customize the formatting and you're
done.

e Insert Design Layout References

= L | | <§> E]SmartArt
i 1/l Chart
Table  Pictures Online Shapes
. pictures - a... ScreenShOt B
Tables lustrations

Sales

m1stQtr m2nd Qtr = 3rd Qtr 4th Qtr
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Word has some
amazing built-in tools
that will give you an
edge if you learn to
use them.

EXPLOIT BUILT-IN TOOLS
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HOME

INSERT DESIGN

PA

Calibri (Body) ~

Clipboard NS . _
P Clipboard v X Clipboard M

’ Paste All | | Clear All ‘

Click an ltem to Paste: ’ Paste ANl l l Clear All l I Paste All l I Clear All l

S Click an Item to Paste:

@) Open Word docume
On Home tab, select
Clipboard settings ic

:j Nunc viverra imperdiet
enim. Fusce est. Vivamus a
tellus. Pellentesque habi...

@ their level of
investments in
accessibility. In orde

‘D Paste %
X Delete

:'] (preview not available)

@) (preview not available)

Copy Paste Clear

USE THE OFFICE CLIPBOARD
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Alison Chisolm £,

Office

SET UP A THEME TO - :

S g p an
S U P P 0 R T Y 0 U R B R A N D Aa Aa Aa Eé AO | Ovals 0:15 ose‘ - e Coangev BO?dg:rs
EEEaEE EEaEEn J EEEEEE | | ] ]
Office Facet Integral
Aa ‘l Aa ]_ Aa L H
A document theme is a unique set of colors, fonts, e — Semmeel| |oos====
. . lon Board... Organic Retrospect Slice
and effects. You may select an Office provided
theme or you may customize your own. Aa Aa Aa
EEEEEN L 1] ] ] EEEEmT. EEEEEN
Wisp Banded Basis Berlin
Themes are shared across Office programs so that Ax Ag >
all your Office documents can have the same, amam: ......h .E.DD..]
uniform look. Circuit Damask Dividend Droplet
. Aa Aa
o mEEE EEEEEN L L1 1] ] ] | -
Frame Gallery Main Event Mesh v
Reset to Theme from Template
rﬁ Browse for Themes...
Fg Save Current Theme...
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USE A TEMPLATE TO GET GRAPHIC DESIGN DONE FOR YOU

== "~ ..2]  SOURCES FOR TEMPLATES:

New
8 e e o i ; ' 1. Microsoft:

- - https: / /templates.office.com /en-us

'J NAME Resumes and Cover Letters 124
P HER-E = Business 18
Chart
_____ 2. Stock Layouts:
_____ Infographi
Letter:

https: / /www.stocklayouts.com/

Blue grey resume - Modern chronological r... Modern chronological c... Black Tie Design Set
College Tools
Design Sets
1 Education
Y Equity Design Set
= Essential Design Set
NAME ; Event

HERE . X
Executive Design Set

Fax Covers

Lo a4 a4 a4 a4 a4 NN wow

Industry
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These tips and tricks
are somewhat random
but EITHER | use them
a lot OR they are just
fun and cool, so they
seemed worth sharing.

FINAL ODDBALL TIPS
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SAVE IN A DIFFERENT
FORMAT

Most of the time you save Word documents as
Word documents, but not always.

* Save as plain text when you need to strip out
the formatting.

* Save as PDF when you are sending to others
and want to preserve formatting.

©

New

Open

Save

Save As

Save as Adobe
PDF

Print

Share

Export

Account

Options

Alisan.

Ck

@ Save As

€ 5 v

<« RVCC > Programming_ > National Entrepreneurship Week > WORD WORKSHOP v 0 O Search WORD WORKSHOP

Organize v New folder R (2]

~ Screenshots

P

2 Name Date modified Type Size

Upload to Googl /| Word Workshop Word 2016 2/17/2021 7:59 PM File folder
_/ WORD WORKSH

E] Microsoft Word

@ Creative Cloud

Fil

@ OneDrive - Comm

Attachments

LebCo Admin & ,

File name:
Save as type:

Authors:

Optimize|

A Hide Folders

Rando Document v

PDF v
Word Document

Word Macro-Enabled Document

Word 97-2003 Document

Word Template

Word Macro-Enabled Template

Word 97-2003 Temilate

XPS Document
Single File Web Page
Web Page

Web Page, Filtered

Rich Text Format [
Plain Text

Word XML Document
Word 2003 XML Document
Strict Open XML Document

OpenDocument Text —
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WHY PUT THE WORDS IN A
STRAIGHT LINE SENTENCE?

apple
pumpkin
You can use Word as a whiteboard of sorts and Mississippi Mud
easily place text anywhere on the page. Just click pear grape
twice on any place on the page and Word will
pineapple

allow you to start typing there. Word automatically
inserts hard returns and tabs to allow you to enter

peach cobbler

text.

Pies of all kind, falling from the sky

But we nevergeta bxtel
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CHECK YOUR READABILITY
AFTER SPELLING &
GRAMMAR

Word has the power to not only judge your grammar and spelling,
but also your writing's complexity. For example, does your writing
meet the comprehension level of someone pursuing a post-grad
degree, or someone still learning their shapes and colors?

Word uses lingual tests such as the Flesch Reading Ease test, which
calculates a score on a 100-point scale. The higher a number, the
easier it is to understand. Office's own documentation suggests you
want a score between 60 and 70.

Additionally, Word will run a similar lingual test, the Flesch-Kincaid
Grade Level test, which will tell you what US grade level a text is
written for; most docs should aim for between 7.0 and 8.0, Microsoft
says.

In order to use this feature, you will first have to turn it on by
navigating to File > Options > Proofing. Then select Show
readability statistics under spelling and grammar. Now when you ask
Word to run a spellcheck, it will also generate your document's
readability statistics.

Word Options

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

ABC
v Change how Word corrects and formats your text.

AutoCorrect options
Change how Word corrects and formats text as you type: | AutoCorrect Options...

When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE
Ignore words that contain numbers
Ignore Internet and file addresses
Flag repeated words
[J Enforce accented uppercase in French
[J Suggest from main dictionary only
Custom Dictionaries...
French modes: | Traditional and new spellings| v

Spanish modes: | Tuteo verb forms only v

When correcting spelling and grammar in Word
Check spelling as you type
Mark grammar errors as you type
Frequently confused words
Check grammar with spelling
Show readability statistics

Writing Style: |Grammar| v Settings...

Recheck Document

Exceptions for: Wiz More Word Tips v
OK
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