TIPS AND TRICKS IN WORD

Action

Shortcut Keys

Zoom in or out on a document

Control + wheel on mouse forward or backward

Change case of text

SHIFT + F3 (Function key)

Increase Text Size

Control + Shift + >

Decrease Text Size

Control + Shift + <

Bold Control B
Italics Control |
Underline Control U

Produce a single line

--- (3 hyphens) press Enter

Produce a double line

=== (3 equal signs) press Enter

Produce a right-pointing arrow

-- 2 hyphens + greater than symbol >

Produce a right-pointing arrow

< + -- + |ess than symbol

Access Desktop

L°  windows Key+ D

Access Start Menu

Windows Key

Access My Computer

Windows Key + E

Synonyms

Right click on a word and point to synonyms
Click on the desired word

Shortcut to symbols and text

Tools, AutoCorrect Options

Type what is on the left and press the spacebar to
produce what is on the right.

Make up your own shortcut to text by typing the

shortcut on the left and typing what is desired on
the right. Click Add, Click OK.

Type the shortcut and press the space bar.

I¥ -Replace text as you type
Replace: with: o
ML !

AutoCorrect: English (U.S.) E]@
AutaText ] AutaFormat 1 Smark Tags ]
AutoCorrect AutoFormat As You Type
v Show AukoCorrect Options buttons
¥ Correct TWo INtial CApitals Exceptions, .

[v Capitalize first letter of sentences

[~ Capitalize first letter of table cells ™ Correct keyboard setting
v Capitalize names of days

¥ Correct accidental usage of cAPS LOCK key
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v automatically use suggestions From the speling checker




