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Tutorials
Shrinking a Document to Fit 

If you've created a document and one or two lines spill over unto a new page, you can use the "Shrink to Fit" feature to fit everything on the page. Choose File, Print Preview and click on the Shrink to Fit button. [image: image1.png]



Centering a Page Vertically 

A page of text, such as a title page of a document, can be centered vertically. If the document consists of more than one page and only the first page is to be centered vertically, a section break must be inserted at the end of the page by selecting Insert, Break, then Next Page. To center the page, position the cursor on the first page, select File, Page Setup, Layout, and select Center from the Vertical Alignment box. The Apply to box should indicate the formatting will be applied to This Section.  Choose Whole Document to vertically justify the whole document.  If you don’t want a partial last page vertically justified highlight all of the text on the last page, again go to File, Page Setup, Layout, and select Top from the Vertical Alignment box and Selected sections from in the Apply to list. Click OK.


Adding a Calculate button

 (not right for Word 2000 yet)

One feature missing from a button or menu in Word is the ability to calculate a string of numbers and paste the total at the end, for example you might have the sequence 49+88= in the text and want Word to calculate the sum for you.  This feature is available as a WordBasic command which can be added to a menu, toolbar, or shortcut key combination.

To add the item to a menu, choose Tools, Customize, Menus. In the Categories list box, select All Commands, then highlight the Tools, Calculate command in the Commands list box. Select a menu for it in the Change What Menu box and select a position in the Position on Menu box. Designate a menu item name in the Name on Menu box, then click the Add Button.

Spike

A special AutoText entry that stores multiple items that you've deleted. Microsoft Word appends one item to another until you paste the contents as a group in a new location in your document. You can also use the Office Clipboard to get the same result.

To use the Spike, you remove two or more items from nonadjacent locations, append each item to the Spike's contents, and then insert the items as a group in a new location or document. The items remain in the Spike, so you can insert them repeatedly. If you want to add a different set of items to the Spike, you must first empty the Spike's contents. 
CTRL+F3



Cut to the Spike

        (You can repeat this step for each additional item you want to move to the Spike.)
CTRL+SHIFT+F3


Insert the contents of the Spike and empty the Spike

To insert the Spike's contents without emptying the Spike, point to AutoText on the Insert menu, and then click AutoText. In the Enter AutoText entries here box, click Spike, and then click Insert.

To view the Spike's contents, point to AutoText on the Insert menu, click AutoText, and then click Spike in the list of AutoText names. Microsoft Word displays all or a portion of the Spike's contents in the Preview box.

Find or Replace Invisible Items

You can use Find and Replace to work with invisible items such as tabs, paragraph marks, page and sections breaks, caret characters, etc.

Select Edit, Find  or Edit, Replace, and place your cursor in the Find or Replace with field.  Click More to expand the dialog box, and then choose Special to display a list of characters representing non-text functions. Select the item from the list and choose the appropriate action button.

Change Hyperlink and FollowedHyperlink Font Colors

You can change the colors of a Hyperlink from the default blue to any color you like.  The same is true for the FollowedHyperlink font color.

Select Format, Style, then choose either Hyperlink or FollowedHyperlink from the Styles: menu.  Now select Modify, Format, Font, then click on the drop-down arrow by Font color and choose the color you like.

Mouse Click Selecting

You can use your mouse to select words or paragraphs.  Instead of clicking and dragging to highlight a word, simply position the cursor over the word you want to select and double click it.  If you triple click it will select the entire paragraph.

Economy Printing Techniques


1 – In Office 2000 click on File, Print, Pages per sheet and choose the number of pages you would like to have printed per sheet.  (This option is not available in Office 97.)
2 – Click on File, Print, and Properties.  Check out the various options and tab options until you find something similar to Economy or Fast Mode and click on it.  Also click on Grayscale printing if it is available.  (Different printers and drivers use different words to describe fast economy printing.)  You will find that your pages print out very fast in black in white.

Shortcut Keys


To get the following:


type this:

…




Ctrl-Alt-.  
(control key – alt key – period)
©  (copyright symbol)


Ctrl-Alt-C
(control key – alt key – C)
®  (registered trademark)


Ctrl-Alt-R
(control key – alt key – R)

º    (degree symbol)


Alt-167
(hold alt key & use number keypad)
«   (insert field symbols)


Alt-174
(hold alt key & use number keypad)
»   (insert field symbols)


Alt-175
(hold alt key & use number keypad)
¢   (cent symbol)



Alt-155
(hold alt key & use number keypad)
Æ 




Alt-146
(hold alt key & use number keypad)
Å   




Alt-143
(hold alt key & use number keypad)
£   (pound symbol)


Alt-156
(hold alt key & use number keypad)
¥  




Alt-157
(hold alt key & use number keypad)
ƒ




Alt-159
(hold alt key & use number keypad)
ª




Alt-166
(hold alt key & use number keypad)
¿




Alt-168
(hold alt key & use number keypad)
½




Alt-171
(hold alt key & use number keypad)
¼




Alt-172
(hold alt key & use number keypad)
Tutorials and User’s Guides

Basic WORD Introduction:

http://gpu.srv.ualberta.ca/HELP/wordpro/course-toc.html
Keith's Windows Users Guide:
 http://www.compusmart.ab.ca/fenske/support.htm
