Word Tips

1. Highlighting text 

a. Doubleclick a word to highlight it. 

b. Triple click a word to highlight a paragraph. 

c. Move your cursor to the left margin and it will turn into an arrow pointing to the 1o'clock position. Click once to highlight an entire line of text. Click three times to highlight an entire page or hold down control and click in this area once. Click and drag to highlight multiple lines one line at a time. 

d. Choose Edit - Select all in the pulldown menu to select the entire document. Alternately, you could hold down Ctrl and the A key.

2. Formatting a paragraph

a. Highlight a paragraph of text. Then choose Format - paragraph in the pulldown menu. Or you could right click a paragraph and choose to format the paragraph that way. 

b. Choose line spacing and other options.

c. Hanging indents are great for vocabulary lists. A bulleted list such as this one are also hanging indents.

3. Change the look of your bulleted list.

a. Click on Format - Bullets and numbering or on the bullet tool. 
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4. Align text using the alignment tools. Don't space or tab over. 
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5. Highlight a word or line for emphasis.

a. Highlight a word or line. Then go to Format - Borders and Shading. Click on the shading tab and choose a color. Select the effect to either the text you choose, or to the paragraph.

6. Insert a text box. It is easy to place it around the page. 

7. Choose multiple columns in one area, and one column in another area.

a. You can set the number of columns a section has. If you want a single column, then halfway down the page you want two or three columns, you must first insert a section break. Choose Insert - Break , then choose a continuous section break. Then change the number of columns in a section by choosing Format - Columns. Or use this button. 
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8. Taking a picture of your computer screen and using it in a document.

a. Hit the Print Screen button on your keyboard. That copies a picture of your screen to the computer's memory. Now you can go to Word or Paint and hit paste. It will paste the picture in that program.

b. Hold down the Alt button, then hit the Print Screen button on your keyboard. This copies the open window into the computer's memory.

c. If you want just a small section of the screen, paste it into Paint, then copy and paste just the section you want.

9. Moving pictures where you want them. 

a. By default text will wrap around a picture. Click on the picture, then click on Format - Object. Click on the Layout tab and choose how you want the picture to wrap. If you want to move the picture around freely, choose Behind Text or In Front of Text.

This is a text box. It has a border, but I don't have to have a border. Drag me anywhere.
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