Word Tips & Tricks
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Drop Cap

1. Point to and click the paragraph to begin with a drop cap

2. Click Format, Drop Cap
3. Click desired Position of drop cap

4. Click the Font drop-down button to change the font

5. Click Lines to Drop text box to change the size of the letter OK

Format Painter

1. Click and drag to select the text with the formatting you would like to copy
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Click once on the Format Painter Button
3. Click and Drag over text to format

To Paint the same Format more than once:

4. Click and drag to select the text with the formatting you would like to copy
5. Double-Click the Format Painter Button
6. Click and Drag over each text section to format
7. Click the Format Painter button to turn painting off
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Date and Time

1. Click Insert, Date and Time
2. In the Available Formats list box, click desired format

** To have the date or time update automatically each time the document is opened, click the Update Automatically checkbox

Find and Replace Text

1. Click Edit, Find
2. Select Find or Replace
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Auto Text

1. Click Insert, AutoText
2. Select AutoText from list
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Or

1. Create your own AutoText

2. Click Insert, AutoText, AutoText
3. Select AutoText tab
4. Type AutoText entry into the box provided

5. Click Add on the right-hand side

6. Click OK at the bottom

7. Your AutoText entry will now show in the AutoText
 list on the menu bar under Normal
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Track Changes

1. Click Tools, Track Changes
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Comments

1. Click Insert, Comment
2. Your comment will be typed in the
 red balloon box

3. When finished with the comment click back on your document and continue

Protection

1. Click Tools, Protect Document
2. Make selections
3. A password is optional – you must remember it!!
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1. Click the Highlighter icon on the tool bar to turn on

2. Click it again to turn off


Form Fields:

1. Create your form

2. Highlight the information that you would like to become a form field

3. Click View on the menu bar

4. Select Toolbars, then Forms

5. On the Forms toolbar – click  
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  (Form Field Shading)

6. You may need to reposition or make a few minor adjustments to doc.

7. Highlight the form field

8. Make formatting changes – ex:  alignment, font style, size, color

9. Click File on the menu bar

10. Select Save As, then create a file name
11. To write in the form fields -  click on the field (gray box) and type; if you need to save this doc. click File/Save As/”filename”

Saving:                                 
1. Click File, Save As
2. Template – in the Save As Type box, click down arrow, select Template
3. Create new folder – click the New Folder icon in the Save dialogue box; name it and click OK  [image: image5.png]



4. Up one level – click the Up One Level icon in the Save dialogue box  [image: image6.png]



5. Change viewing options – click the Views icon in the Save dialogue box  [image: image7.png]
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