Secrets of Word 

Microsoft Word has many features of which people are unaware. This workshop will cover important tools, keyboard shortcuts, working on multiple documents, formatting text quickly, sorting lists, inserting tables, adding graphics, mail merging and more.

Keyboard Shortcuts

http://support.microsoft.com/kb/290938
Create a Shortcut
1. Click the Microsoft Office Button 
2. Click Customize, and then click Customize. 

3. In the Save changes in box, click the current document name or template in which you want to save the keyboard shortcut changes. 

4. In the Categories box, click the category that contains the command or other item that you want to assign a keyboard shortcut to. 

5. In the Commands box, click the name of the command or other item that you want to assign a keyboard shortcut to. 

6. Any keyboard shortcuts that are currently assigned appear in the Current keys box.

7. Begin keyboard shortcut combinations with CTRL or a function key. 

8. In the Press new shortcut key box press the keyboard shortcut combination that you want to assign. For example, press CTRL plus the key that you want to use. 

9. Look at Currently assigned to to see if the keyboard shortcut combination is already assigned to a command or other item. If so, select a different combination. 

Important  Reassigning a key combination means that you can no longer use the combination for its original purpose. For example, pressing CTRL+B changes selected text to bold. If you reassign CTRL+B to a new command or other item, you will not be able to make text bold by pressing CTRL+B unless you restore the keyboard shortcut assignments to their original settings by clicking Reset All.

10. Click Assign. 

Note    If you use a programmable keyboard, the key combination CTRL+ALT+F8 may be reserved for initiating keyboard programming.

Customize Your Computer

Change the Author Name

1. Click the Microsoft Office Button [image: image1.png]


, and then click Word Options. 
2. Click Popular. 
3. Under Personalize your copy of Office, type the author name in the User name box. 
Set the Default Font

1. If your document already contains text that is formatted with the properties that you want to use, select that text. If you are starting from a blank document, go to step 2.
2. On the Home tab, click the Font Dialog Box Launcher, and then click the Font tab. 
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3. Select the options that you want to apply to the default font, such as font style and font size. If you selected text in step 1, the properties of the selected text are set in the dialog box. 

4. Click Default, and then click Yes. 

Default Line Spacing

When you work in a Microsoft Office Word 2007 document, you may notice that there is more space between lines of a paragraph and more space between paragraphs than in earlier versions of Microsoft Word.

This behavior may occur because the default line spacing and the default paragraph spacing has been increased in Word 2007 to provide better readability.

To work around this behavior in Word 2007 so that the line spacing and paragraph spacing are the same as in earlier versions of Word, change the Style Set option. To do this, follow these steps: 

1.
Click the Home tab. 

3.
Click Change Styles in the Styles group, point to Style Set, and then click the style set that you want 

to use.
3.
To change the default formatting of your document, such as the line spacing and paragraph spacing, 
to the default formatting that is used in earlier versions of Word, click Word 2003. 

4.
To set the style set as the default style set in Word 2007, click Change Styles in the Styles group, and 
then click Set as Default.

AutoCorrect
1. Click the Microsoft Office Button[image: image3.png]


, and then click Word Options at the bottom of the window. 

2. Click Proofing. 

3. Click the AutoCorrect Options button. 

4. On the AutoCorrect tab, select or clear any of the following check boxes: 

· Capitalize first letter of sentences 

· Capitalize first letter of table cells 

Turn on or off automatic bullets or numbering

By default, if you type an asterisk or a number 1., Word recognizes that you are trying to start a bulleted or numbered list. You can turn off the automatic list recognition feature.

 Note   If you turn the feature off and create your list manually, you can't select and change the list all at once. For example, you can't select the list and change the color of all of the numbers at one time.

1. Click the Microsoft Office Button [image: image4.png]


, and then click Word Options. 

2. Click Proofing. 

3. Click AutoCorrect Options, and then click the AutoFormat As You Type tab. 

4. Under Apply as you type, select or clear the Automatic bulleted lists check box or the Automatic numbered lists check box. 


Add a Row or Column to a Table
Add a row above or below

1. Click in a cell above or below where you want to add a row. 

2. Under Table Tools, on the Layout tab, do one of the following: 

· To add a row above the cell, click Insert Above in the Rows and Columns group. 

· To add a row below the cell, click Insert Below in the Rows and Columns group. 

Add a column to the left or right

1. Click in a cell to the left or right of where you want to add a column. 

2. Under Table Tools, on the Layout tab, do one of the following: 

· To add a column to the left of the cell, click Insert Left in the Rows and Columns group. 

· To add a column to the right of the cell, click Insert Right in the Rows and Columns group. 

Insert Headers & Footer – briefly mentioned – to learn more about this go to: 

 http://office.microsoft.com/en-us/word/HP012264861033.aspx
Set Default Margin
To change the default margins, click Margins after you select a new margin, and then click Custom Margins. In the Page Setup dialog box, click the Default button, and then click Yes. The new default settings are saved in the template on which the document is based. Each new document based on that template automatically uses the new margin settings.
Watermark

1. 
Open the Page Layout Ribbon.
2. 
Click the Watermark button
3. 
Select the watermark you would like to add to your document
Bonus – The following were not discussed in the Secrets of Word afternoon session:

Changing the File Save Location
To change Word 2007's default file save location, follow these steps:
1.
Click the Office button
2.
Select Advanced
3.
In the General section, click File Locations
4.
Select Documents in the File types list
5.
Click Modify
6.
Use the navigation controls to select the new location for your files
7.
Click OK on each of the dialog boxes to close them

When you save a file, Word 2007 will automatically open the specified folder.

Creating and Editing a Custom Dictionary

To create a new dictionary, follow these steps:
1.
Click the Office button and select Word Options
2.
Select the Proofing options
3.
Click Custom Dictionaries
4.
Click New
5.
Enter a name for you dictionary and click Save

Your new dictionary will appear in the dictionary list.

Adding terms to your dictionary is also easy:
6.
Highlight your dictionary
7.
Click Edit Word List
8.
Type a word in the Word box
9.
Click Add after you check the spelling of the word
10.
Repeat for all the words you'd like to add
11.
You can delete a word by highlighting it and clicking Delete
12.
When you're done, click OK

Once you've added your terms to the dictionary, click OK on the open dialog boxes. Word will now check the words in your document against your custom dictionary.

Inserting a Cover Page
To insert a cover page, follow these steps:

1.
Click the Insert Ribbon
2.
In the Pages Section, click Cover Page
3.
In the Cover Page gallery, select a design that you like

The cover page will be inserted at the beginning of your document. The Drawing Tools Ribbon will open to allow you to customize the look of the cover page.

While cursor is inside cell of table:


     Right click ( Insert








