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Neat Word Tricks
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Creating Outlines

To create an outline, use the Numbered list button.  Indent outline levels with the Left and Right Indent buttons.  The Format|Bullets menu Numbering tab can be used to change the outline style.
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Using Templates

Templates are files that are already set up with formatting. When you open a template file, the original file is not changed, but you can make changes to  a copy of the template. You can use the templates that come with Word by selecting File|New and one of the tabs. Then double-click on a template file.  If you create a format you like, you can make your own templates by using the File|Save As command and choosing the template file type.

Tabs, Indents, and Tables
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Tabs, indents, and tables are handy tools for lining up text. Indents will line up the left edges of lines of text.  Tabs can line up text between tab stops at the left end, right end, center, or decimal point of the text. Tables are similar to tabs except that you may group text so that a line that is too long for the horizontal space is wrapped within the cell. Tables are also useful for adding boxes around text. If you plan to put a table on the World Wide Web, you should use a table instead of tabs since tabs don’t work on the Web. 

Unless you specify otherwise, each time you press the Tab key, the cursor will move over ½”. The easiest way to set different Tab stops is to highlight the desired text, then select the type of tab you wish to insert in the square at the end of the ruler, then click in the ruler where you want to insert a tab. You can change tab locations by dragging them around (first highlight the affected text). You may remove tab stops by dragging them up off of the ruler. You may change tab types by using the Format|Tabs menu.
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Tables are more flexible than tabs in most cases. Set up the left and right margins you desire for a table with the ruler’s margin markers  then use the insert table button and drag diagonally to choose how many rows and columns you desire. Type the text into the table. Drag  the table column indicators to change the width of the columns. Highlight an entire column to apply text alignments. As you can see, there is no good way to align by decimals. If you must align decimals, then use a non-proportional font and make sure each number has the same number of decimal places. Use the Table menu to change the borders and the way text fills the cells, etc.
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Text Boxes

A text box is a neat way to put a container of text on the page. The box can be treated like a picture. It can be dragged around, resized, have borders and shading.  You may also wrap text around the box. To create a text box, choose Insert|Text Box.
Overlapping Pictures, Text, and Boxes

Control-click on an object and choose Order from the menu to bring the object to the front or send it toward the back of  “stack.”

Other Neat Tricks

Use Insert|Footnote to insert footnotes or end notes.

Use Insert|Symbol to add those unusual characters.

Use the Edit|Find Edit|Replaceor Edit|Go commands to find or change text or go to a specific section of a document.

Use Tools|Envelopes and Labels to quickly print an envelope or label.

Use View|Zoom to Page width and View|Full Screen to display pages like a slide show. Press the page down key to show the next page.

Use Table|Sort to sort highlighted lines alphabetically or numerically.
















This is a text box with a border and shading. I used the Format menu to set it up. The Text Box Tool Bar let me change the direction of text.
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