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Shortcus/Tips/Tricks

Learning Shortcuts, Tips and Tricks can help maximize your Microsoft Office Tips
productivity while reducing your time and effort with Office 2007 1. Word Tips
Software.

2. Excel Tips
Word 2007 3. PowerPoint Tips

To select text using the mouse:

To select a word Double-click the word

To select a paragraph

Triple-click anywhere in the paragraph

To select a sentence

Hold down the Ctrl key and click in the
sentence

To select text vertically

Hold down the Alt key while dragging across
text

To select from random point A to point B

Click where you want to begin selecting. Hold
down the Shift Key. Click where you want to
stop selecting.

To select text using the keyboard:

To select a word

Hold down the Shift key and press the Right
arrow key until the word is selected

To select text from a certain point to the end of
the document

Position the cursor where you want to start
selecting. Press Ctrl+Shift +End

To select text that precedes a certain point in

the document

Position the cursor where you want to start
selecting. Press Ctrl+Shift +Home

To select the entire document

Press Ctrl+A

Zoom Feature

1. Click the plus or minus sign on the Zoom slider
bottom right of screen (Fig1 ).

OR

at the Figure 1

Hold down your CTRL key and move the wheel on your mouse forward or back.

Format Painter

text

1. Select the text that has the formatting you desire. (In this
example it is tHhHg2word Afoxo) (

2. Click the Format Painter button on the Standard toolbar . ;
(Fig3,1 ).

3. Drag the Format Painter
format (Fig4,1 ).

0 Apply existing formatting to additional

tool across the text you want to

Figure 2 'oj
v ¥ @RI 9

iman « 12 / R

-~ i
Tt

1

rOwn

. v - Y8

© 2008 Towson University -This work is licensed under the Creative Commons Attribution-NonCommercial-NoDerivs License.
Details available at http://www.towson.edu/OTStraining.




\rTOWSON UNIVERSITY MICROSOFTOFFICE 2007: SIORTCUTSTIPS AND TRICKS

0 Remove all formatting from selected text

Figure 3 ;

A1 % @ 9 .- Figure 4 ,
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Note: If you have several areas in your document that you want to paint with a format, Double Click

the Format Painter Button. It will stay active as you scroll from place to place to do the format
painting. When you are done, click the Format Painter Button to turn it off.

Figure 5

1. Select the text. =
, . 11 ~||A AT |4

2. Click the Clear Formatting button on the Home tab
(Fig5,1 ) POX, x? Alvllabévﬁv|

Font 4

Navigating through your document

1 Use Thumbnails by clicking the Thumbnails Figure 6
checkbox on the View tab (Fig 6, 1) References Mailings Review
9 Press Ctrl+Home  to move the cursor to the 7
] ] Ruler Drocument Map
beginning of your document. T .

1 Press Ctrl+End  to move the cursor to the end of your SiECeae far il
document smwmu‘)

Close the active document window

1. Double-click the Office Button . NOTE: If you have not saved the document, you will be
prompted to do so.

Minimize the Ribbon

1. Right-click on any tab and select Minimize the Ribbon.
OR

Double-click on a tab on the Ribbon.

Using Quick Parts to Create and Insert Frequently Used Text Figure 7
1. Type the text you will use frequently and select it.
2. On the Insert tab, click the Quick Parts  button (Fig7,1) . Text Quick WordArt Drop
3. ChooseSave Selection to Quick Part Ga Box~ Parts @ ” T:;p'
4. Enter a name for the text entry into the dialog box. Also add a
description or category, if desired.
5. Click OK.
6. Insert the created entry by clicking in the document wherever you would like the text inserted.

7. On the Insert tab, click the Quick Parts  button and choose your desired entry from the list.
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To Change Line Spacing

1.

aprwDN

Click the Home tab on the Ribbon.

In the Paragraph  group, click the dialog box launcher (the small arrow in the corner).
The Paragraph  dialog box will appear.

Under Spacing, change the number to 0 beside After (Fig8,1 ).

Click the down arrow under Line spacing  and click Single (Fig 8,2 ).

Figure 8
Spadng "
Before: 0pt : Line spacing:
After: 0pt , Single ” B 2
Don't add space between paragraphs of the same style

Using the Auto Correct Feature

ap wbN ke

Noo

Click the Office Button and click the Words Options button at the bottom right of the menu.
Click Proofing on the left side.

Click Autocorrect Options

Under Replace , type a shortcut such as your initials (Fig9,1 ).

Under With , type the text that will be displayed when you type the shortcut such as your full
name (Fig 9,2 ).

Click the Add button (Fig 9, 3 ).
Click OK and then OK again.
Type the shortcut and press ENTER .

Figure 9
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Excel 2007

To display formulas instead of calculation results

1. Hold down the Ctrl key and press the tilde —~ key once.

2. To hide the displayed formulas, repeat the procedure.

To copy cell contents, including formulas, from one column to the next

1. Click on the cell that has the contents you want to copy (Fig 10 ) (remember that
formulas will automatically update when copied across columns or rows)

2. Point to the lower right-hand corner of the selected cell until a black plus sign appears.

3. Drag the black plus sign to the right until you have copied the information into the
desired number of cells.

4. Release the mouse.

Figure 10

April May June
Rent 600 600 600
Food 45 64 38

Total  [___s43)

To create a chart quickly

1. Select the data you wish the chart to display.
2. Press F11 on your keyboard.

To add data to an existing chart

1. In your spreadsheet, enter the data you would like Figure 11

added to the chart.

January  February |[March

2. Select the chart. (It will appear with a selection

border around it and there will be a colorful 1500 1800 200d
selection border around your original data). 800 600 550
3. Drag the colorful selection border to the right until 650 6o0! 700

the border encompasses all the desired data.

To quickly move a chart to its own sheet ‘)

1. Click the chart to select it.

Click the Design contextual tab on the Ribbon.

Click Move Chart  under the Location group.

Click New Sheet and type a name for the new sheet if desired.
Click OK.

a s en

Figure 12

To automatically set the appropriate width for a column

1. Double-click the column separator between the desired
columns (Fig 12 ).
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PowerPoint 2007

To change the background quickly in a presentation

1. Click the Design tab on the Ribbon.
2. Click the More button under Themes.

3. Click a theme and it will be applied to all slides.

To display a specific slide

1. Begin your slide show presentation.

2. Type the desired slide# at any time and press Enter .

Slide Show Navigation

While running your slide show, use any of these keyboard navigation techniques.

Control Description
Enter, Spacebar, Page Down, N, Down Advances to the next slide
Arrow Key, Right Arrow Key
Home, End Moves to the first or last slide in the slide show
Up Arrow Key or Page Up Returns to the previous slide
W Changes the screen to white
B Changes the screen to black
CTRL+P Changes the pointer to a pencil to write on your
slide
E Erases drawing
CTRL+A Changes the pointer to an arrow
Esc Stops the slide show
F5 Launch a slide show from the beginning

To quickly duplicate an object

1. Select the object to be duplicated.
2. Press Ctrl fiDO .

To convert a bulleted list to a SmartArt graphic
1. Select the bullet list (Fig 13,1 ).

2. Click the Home tab on the Ribbon. Figure 13
. V. oA -|]|= =. = apes Arrange Quick
3. In the Paragraph  group, click “*‘F ‘: 250 |F- | = =L | B ee et 2 5 e eteas - | Ik seect- |
ont ] aragrapl
Convert to SmartArt icon S—

(Fig13,2 ).
4. Choose a SmartArt graphic
(Fig 13,3 ).
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