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Over the years, successive versions of Word have introduced some solid innovations, some mind-boggling
changes-for-change's-sake, and a few usability-crushing "enhancements." But through it all, one thing has
remained constant: Buried within Word are lots of cool tricks that not too many users have discovered. These are
small things--shortcuts that, in some cases, may not look much more efficient than pulling down a menu and
heading for the dialog box you need. But if you perform a certain task a thousand times a week, being able to
bypass some steps or automatically slap a change into a document without having to stop and think about it can
be a welcome convenience. Depending on how you use Word, I'm betting you (or your users) will get addicted to
one or two of these tricks.

L;l Move table rows up or down

This tip is probably most useful when you're working in a table, although you can use it to reorder paragraphs
outside a table, too. Let's say you decide you want the third row of a table to be the top row. Just click within the
third row, hold down [Alt][Shift] and press the up arrow key twice. Each time you press the arrow key, Word will
move the row up one. You can select multiple rows to move them as a block, and you can use the down arrow
key if you want to move text down instead of up.

Using this shortcut gets a little tricky if you're moving big pieces of text outside a table. It's easy to lose track of
what's being relocated where, and you might find it easier to take a standard cut-and-paste approach in those
situations. But when the text is small and manageable, the shortcut is fairly handy. For example, if you need to
move an item up or down within a bulleted or numbered list, you can just click in the item's paragraph and use the
[Alt][Shift] and arrow key combo to move the item to the desired spot.

Lg Go back to your last editing location when you open a document

One of the confounding things about Word is that when you reopen a document you've been working on, it puts
you back at the top of the document. Unlike Excel, which takes you to the spot where you left off last time, Word's
short-term memory always wants to start you off at the beginning again. You can work around this if you press
[Shift][F5] as soon as the document opens. [Shift][F5] is the Go Back shortcut, which cycles you between your
four most recent edits during a Word session. But if you can remember to hit it immediately after opening a
document, Word will jump to the last thing you changed before saving and closing that doc.

‘:’-3 Save changes to all open documents at one time

This simple technique comes in handy when you're working in multiple documents and want to make sure you've
saved your changes to all of them. | actually use it most often when I've made a change to a template and want a
quick way to save that change on the fly (before I've had a chance to forget | made a change | want to keep). All
you have to do is press the [Shift] key and pull down the File menu. Word will add the Save All command to the
menu, above the Save As command. Just choose Save All and Word will prompt you to save each document (or
template) that has any unsaved changes. This is more efficient than having to navigate to each document
individually and click Save.
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Here's a trick that seldom appears on the shortcut
lists. Most of the time, we select text horizontally—a
word, a series of words, a paragraph--from left to
right or vice versa. But occasionally, the selection
has to be vertical. For instance, suppose you wanted
to delete the leading characters in Figure A.

To make a vertical selection, hold down [Alt] as you
drag down through the text you want to highlight.
Figure B shows the column of unwanted characters
selected using this technique. Hit [Delete] and bam,
they're gone.

Although we selected text at the beginning of the
lines in this example, you can make vertical
selections anywhere on the page.

Make a vertical text selection

0--Move table rows-up-or-downf{

0:-Go-backto-yourlast-editing-locationf]

L5 Quickly add a series of numbers

There are plenty of tools you can rely on to
perform sophisticated or complex calculations.
But Word offers a command that can be
handy when you just need to sum a few
numbers without dragging out another
application. The command is Tools Calculate,

Toolbars — Commands | Options |

To add a command to a toclbar: select a category and drag the
command out of this dialog box ko a koolbar,

and although it doesn't appear on any Categories: Commands:
toolbars, it's easy to add. Ea“ Merge ;I ToolsBookshelfDefineReference ;I
arms
i Contral Toalbox ToolsBookshelfLookupReference
1. Choose Tools | Customize (or double- all Commands 3 :
click an empty spot on any toolbar) to Macros | el R
open the Customize dialog box. ;3';‘;5+Ext ToalsBulletshumbers
2. Click the Commands tab and choose Shyles | ToolsCaloulate |—l
i Builk-in Menus
ﬁsllt gg)r;nmands from the Categories N SIB| ©#) rociscompareversions &
3. Click in the Commands list box and MModify: Seleckion .| Rearrange Commands. .. |
scroll down to select ToolsCalculate
(Figure C).
4. Drag the ToolsCalculate item to the
to9|bar where you want it to app?ar_ o |N-:rma|. e j P | I—IC":'SE
5. Click Close to close the Customize
dialog box. Figure C
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Once you have access to the
Calculate command, here's how NEE Y RS9~ . @ &[] - &
you use it. Simply highlight a o - BI U == |- A
series of numbers (either = - - - 0=
horizontally or vertically) and v A R R S N R R
click your Tools Calculate button.
Word will display the sum in the
status bar, as shown in Figure
D. It will also place that sum on
the clipboard, so if you need to
paste it into a document, just
click in the desired spot and
press [Ctrl]V or click Paste.

It's important to note that the BN 1,990,-2,349,6,250
Calculate command works .

differently from the AutoSum
button on the Tables and
Borders toolbar. To use
AutoSum, you have to be in an )
empty cell and then click the a5
button to insert a formula that will
add the numbers in the cells
above or to the left of the current
cell. It's a sort of light-duty
version of Excel's =Sum() ml' j' |
function. By contrast, the The result of the calculation is: 10,533,

Calculate command gives you a
quick total without requiring you Figure D
to make a place for the results in

your document.

: Marmal + Arial -

«O»I{_

L6 Gain fast access to formatting/layout options

If you spend a fair bit of time hopping into dialog boxes to tweak the appearance of your text or documents, there
are some double-click tricks you might find useful. Here’s a sampling of the most common ones. (For a more
comprehensive list, see "34 timesaving mouse tricks for Word users.")

e To open the Page Setup dialog box, double-click on the horizontal or vertical ruler.

e To open the Paragraph dialog box, double-click on an indent marker on the horizontal ruler.

e To access bullet or number options, double-click on a bullet character or number in a numbered list.
e To access AutoShape options, double-click on an AutoShape.

e To open the Table Properties dialog box, double-click the Move Table Column marker (those little dotted
squares you see on the horizontal ruler when you're in a table) or the Table Move Handle (the four-headed
arrow that appears at the top-left corner of a table in Print Layout view).
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Use Replace All to globally reformat text

Most users know how to use search and 2|
replace features to make certain types of e | G o | %
text replacements on a case-by-case basis - -
or throughout a document. But not Find what [ =]
everyone appreciates the power and Format:  Font; Italic
versatility of the Replace All option when it _
comes to adjusting formatting. Here are apea =l
. J g g. Format:  Fonk: Mot Ikalic
just a couple of examples.
More ¥ Replace Replace Al | Find Mext I Cancel |
First, let's say you've received a Figure E
document in which someone went a little
crazy with italics. Instead of manually 21|
removing the formatting from each :
Find Replace l Go To I
occurrence:
1. Choose Edit | Replace. FiﬂdWhat‘F t ISH o =~
ormat: le: UglyStyle
2. Leave the Find What and Replace nlace mh | E
With text boxes blank. RS ISWIE. —
3. Click in the Find What text box and )| | s e | maca|
press [Ctrl]l. ) -
Search Options b
4. Click in the Replace With text box and Search: Al =
press [Ctrl]l twice. This will set things [™ Match case
up to replace all instances of italicized [ eile i
text with a nonitalicized version ;Ese ”:"dlfs:: sy
. . g ounds like (Englis|
(Flgure E) (NOte YOU can click I™ Find &l word Forms (English)
Format | Font in the Find And Replace filaee
dlalog bOX t.O acce;s the E Farrnat = Special = Mo Formatking
corresponding options from a list box,
but the [Ctrl]l method is a lot faster.) Figure F

5. Click Replace All to unitalicize your
document text.

Now suppose you have a document that contains scores of paragraphs that are formatted with some ugly custom
style used by another department or external partner. You need the text formatted with your own standard Normal
style instead. To make this change throughout the document:

1. Choose Edit | Replace and click More (if necessary) to expand the dialog box.

2. Click in the Find What text box and click Format | Style. Choose the name of the ugly style from the Find

Style list box and click OK.

3. Click in the Replace With text box and again click Format | Style. This time, choose Normal from the Find
Style list box and click OK. Figure F shows these specifications ready to go.

4. Click Replace All and Word will apply your Normal style to all the paragraphs carrying the style you want to

get rid of.
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L8 Quickly transfer formatting from one piece of text to another

Word offers a button called Format Painter that provides a slightly clunky way to copy the formatting from one
piece of text and then apply it to another piece of text. You select the text whose formatting you want to transfer,
click Format Painter, and then select the text you want to reformat. If you have several pieces of text scattered
throughout the document that you want to reformat in this fashion, you can double-click Format Painter and then
use the little paintbrush mouse pointer to "paint" the formatting onto those pieces of text. But then you have to
turn it off (click the button again) so that you can go back to working in the document. And Format Painter will
forget the formatting specs it just transferred for you.

A better approach is to use a shortcut that copies formatting characteristics and then remembers them until you
close the document. That way, when you come across other pieces of text that need that particular set of
formatting attributes, you can use this trick to instantly apply them.

The shortcuts for this technique are easy to remember because they're cousins to ordinary copy and paste
([Ctrl]C and [Ctrl]V). To copy text formatting, select the desired text and press [Ctrl][Shift]C. To paste that
formatting onto other text, select that text and press [Ctrl][Shift]V. If you select part of a paragraph, you'll be
transferring character formats (bold, point size, font, etc.). Select an entire paragraph, you'll transfer paragraph
formats (line spacing, alignment, indents, etc.) as well.

L9 Duplicate selected text or objects using the mouse

This is my favorite technique

for copying drawing objects =101 x|
and graphics because you - File Edit Miew Insert Format  Tools  Table wWindow  Mwork Help  Adobe PDF
can copy them and drag them - Acrobat Comments X
into position in one step. v
i i = 3% | B ~ (¥ - Tools Calculate 00% -
Using ordinary copy and 1EH v RS9 SonSE CRER | %
paste is often a crap shoot, © Mormal - Arial -0 - B I O|E=E|i=|¥.-A-

because objects tend to paste
themselves in strange
locations depending on the
layout options of the original
object.

To use this technique, click on
the item you want to copy (it
can be a selection of text or
an object in a document) and

hold down [Ctrl] so that the LJ
mouse pointer turns into a 0
plus sign. Then drag the . i 3
item—it will become a copy of = (@ =
the item—to the spot where v I e 2 N
you want it to go. Figure G Draw~ ls |Auoshapes- \ N OO M dl - Z-A-S@ J %
shows this technique in Page 1 Sec | 11 AL 1" lnt ol REC TRK EXT OYR g
progress.

Figure G
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QO Create a shortcut to launch Word using a particular template

Ordinarily, Word starts up by opening a new Normal.dot document. But if you routinely create documents based
on some other template, a better starting point might be to launch Word using the template you actually need.
One easy way to accomplish this is to create a desktop shortcut.

You'll need to know the path to the Winword.exe program (for example, the default location for Word 2003 is
C:\Program Files\Microsoft Office\Officel1; for Word XP, it's C:\Program Files\Microsoft Office\Office10; and for
Word 2000, it's C:\Program Files\Microsoft Office\Office).

You'll also need the path to the template you want to use on startup. If it's one of Word's built-in templates, look in
C:\Program Files\Microsoft Office\Templates\1033. If it's a custom template, the default spot is C:\\Documents and
Settings\Username\Application Data\Microsoft\Templates. (If you've used Tools | Options | File Locations to
specify a different folder for the User Templates item, you'll need to use that path instead.)

Let's walk through the process of creating the shortcut. We'll assume that we're using Word 2003 and that we
have a custom template called DailyReport.dot located in the default folder for custom templates.

1. Right-click on the desktop and choose New | Shortcut.

2. Inthe Target text box, type the path to the Word program: "C:\Program Files\Microsoft
Office\OFFICE11\WINWORD.EXE". You need the quote marks because there are spaces in the
pathname.

Type a space, followed by the startup switch we want, /t.

4. Enter the path to the template, also in quotes: "C:\Documents and Settings\Username\Application
Data\Microsoft\Templates\DailyReport.dot". You don't need a space between the switch and this path.
The full entry for the Target text box will look like this:

"C:\Program Files\Microsoft Office\OFFICE11\WINWORD.EXE" /t"C:\Documents and
Settings\Username\Application Data\Microsoft\Templates\DailyReport.dot

5. Click Next, enter a name for your shortcut, and click Finish.
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Additional resources

e TechRepublic's Downloads RSS Feed ELH

e Sign up for TechRepublic's Downloads Weekly Update newsletter

e  Sign up for our Microsoft Office Suite newsletter

e Check out all of TechRepublic's free newsletters

e "50 Indispensable Microsoft Word tips" (TechRepublic download)

o "Microsoft Word 2003 keyboard shortcuts" (TechRepublic download)

o '"Task sheet: Two Microsoft Word tricks for instant document access" (TechRepublic download)

Version history

Version: 1.0
Published: July 10, 2006

Tell us what you think

TechRepublic downloads are designed to help you get your job done as painlessly and effectively as possible.
Because we're continually looking for ways to improve the usefulness of these tools, we need your feedback.
Please take a minute to drop us a line and tell us how well this download worked for you and offer your
suggestions for improvement.

Thanks!

—The TechRepublic Downloads Team
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