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1. Want to Save Word files as Older Version?

If everybody you work with is running an older version of Word and you want to save all your Word files under an older format, you can arrange to save files this way automatically. Choose Tools, Options, select the Save tab in the Options dialog box, and choose a format from the Save Word Files drop-down list.

2007 – Office Button, Word Options, Save, 

Remember, there is also a free patch that non 2007 users can download so that they read 2007 files. However, the drawback is still the same. 2007 features will be stripped when the file is open.
2. Shift + Click

Remember to use Shift/Click to select text. But also remember that you can extend a selection or even deselect too much text with a simple Shift/Click 

3. Getting to Page Setup Quickly
In Print Layout View, Double click on Shaded Area in Ruler Bar. In Normal View, double click on top bar of ruler. In Print Preview, click on shaded area in ruler.

2007 – No longer have normal view; it is now draft view! However, everything still works the same. 

4. Use Split Screen for Clicking and Dragging
Just go to Window, Split, click where you want document to be divided. Now just click and drag among pages!

2007 – View, Split
5. Use My Places bar more efficiently! 

To Add a Folder:
Launch the Open dialog box.

Select the drive on which your folder resides.

Select the folder you want on the My Places bar.

Click Tools, select Add to My Places
To Remove a Folder
Right-click on the folder.

Select Remove from the shortcut menu.

Sizing the Icons
Right-click on bar

Select Small or Large icons.

Changing Order on My Places
Just right click on folder

Select Move Up or Move Down
All new folders are added to the bottom. To move a folder to the top, you have to repeatedly select Move Up until your folder is in the right place.
2007 – It's much easier and saves you so much time if you use it!!

Just select folder. Do not open it. 

Right click on My Places, click on Add (name of folder)

It's added

Moving works the same way, just right click and select Move Up or Move Down

To remove from bar, just select item, right click and click on Remove
6. Changing Top Margin on First Page Only!

Just use paragraph formatting, Format, Paragraph, Spacing Before insert "number of points" (72 points equals one inch)

2007 – Home, Click on Paragraph Dialog Box Launcher, Spacing Before insert "number of points" (72 points equals one inch)
7. Moving From Place to Place

Remember Shift/F5. Press it once to go the previous location where you edited text, and twice or three times to go to the one or two places previous to that. Press Shift/F5 after you open a document and you will go to the last edit you made prior to saving and closing the document.   

In 2007, Shift/F5 still works until you save the document. Once the document is saved, Shift/F5 memory is lost.

8. Increase/Decrease Font Size?

Ctrl + [ or ] (Increases or decreases in 1 point increments)
Ctrl + Shift + < or > (Increases or decreases in increments displayed on Font Size List)

Really not needed in 2007 if Home tab is displayed

However, if the Home tab is not displayed, it still quicker to adjust text size this way.
9. Shortcut Keystroke for Column Break? 

Ctrl + Shift + Enter

10. Shortcut for Producing Multiple Paragraphs of Text for Formatting

Use the command =rand (#,#) to get multiple paragraphs with multiple sentences.

1. Select text and adjust paragraph formatting.

2. Try indent!

3. Try after and before!
4. Try line spacing!

You can use this for teaching so many different format features!
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11. Never Change WordWrap Again in order to Move a Graphic!
Change Default Graphic Insertion from In-line to Another Wrap!

Tools, Options, Edit, Change Insert/Paste Pictures As to desired wrap.

2007 – Office Button, Word Options, Cut,Copy,and Paste section, Insert/Paste Picture as: select type of wrap you want, Click on OK
12. Personalize WordArt with a Picture Fill

Wow! You are never be limited to MicroSoft's fills again!

Right-click on the WordArt, select Format WordArt (or use WordArt toolbar)

Select the Colors and Lines tab.

For Fill panel, click on the dropdown arrow of the Color list box and select Fill Effects.

In Fill Effects dialog box, select the Picture tab, and then click Select Picture.

Select the graphic file you want to use, click Insert
Click OK  twice to close the Fill Effects and Format WordArt dialog boxes. 

2007 –Create WordArt text. Click on Shape Fill, Picture, select Picture, and click OK.  So much easier in 2007!
13. Creating Pop-Up Messages – It’s So Easy!

Select Item that needs screen tip.
1. Insert

2. Ctrl + K (Hyperlink)

3. Place in this Document

4. Screen Tip

5. Enter Message (can contain up to 248 uppercase & lowercase characters)

6. Select Location

7. OK back to document
2007 – Almost the same!

Select Text

Insert, Links, Hyperlink

Change to Place in Document
Select Screen Tip
Enter Message

Select Location

OK to return to document

Try it!
14. Watermarks are So Easy Now!

Just use Format, Background, Printed Watermark. You can create either an image watermark or text watermark

In 2007

Select Page Layout tab

Select Watermark command

From here on everything is the same as 2003
15. Neat Trick for Entering Data in Tables!

Enter the heading row and two empty rows, open the Database toolbar, and click the Data Form button. You see a Data Form dialog box. For each column in the heading row, you can enter the data in a text box. Click the Add New Button after you enter the data. Just entering after the last field will also work!

In 2007, the data form button is not immediately visible. Just add the Data Form button to Quick Access Toolbar….Office Button, Word Options, Customize, All Commands, Data Form, OK
16. Listing All Keyboard Shortcuts!

Tools, Macro, Macros, change Macros In to Word Commands, find List Commands, Select Preferred Option, Run

You will get anywhere from 7 to 17 pages of commands depending on your choices.

In 2007, works exactly the same. However, you must first display the Developer tab.  Office Button, Word Options, Popular, in first section place a check mark before Show Developer tab in the Ribbon
To run macro: Macros, change Macros In to Word Commands. Find List Commands, Select Preferred Option, Run
17. Creating Headers & Footers (My Special Creation!)

As you know, creating headers and footers (when you want different ones in a document) can be somewhat of a challenge. Admittedly, if you want the same header or footer throughout the document, Word could not be any easier. Also, if you want just the first page different or want to alternate on odd and even pages, Word again makes it very easy. BUT, if you would like one header one the first few pages, a different header on the next few, and so on, Word tends to be more than the proverbial challenge. But you will never be challenged again, at least not with headers and footers.  Read on!

1. Create your document. Insert all special pages and create section breaks for each section you want a different header or footer.

2. Select View | Header and Footer
3. The header pane will appear. DO NOT KEY ANYTHING

4. GO TO THE END OF THE DOCUMENT! Last section header or footer pane should appear.

5. The Same As Previous feature is the culprit. TURN IT OFF! After you turn it off, use Show Previous to get the previous header or footer pane, again TURN OFF Same As Previous. Continue this procedure until you are in Section 1 Header or Footer.

6. Now add headers or footer as you wish. No complications
This tip will save you headaches in 2007. In fact, 2007 now has a number of "automatic" settings that can cause even more problems if you want different headers and footers throughout the document.

1. Create your document. Insert all special pages and create section breaks for each section you want a different header and/or footer.

2. Go to the end of the document.

3. Select Insert tab

4. Select Header command. Do not select built-in options, select Edit Header.

5. Notice the Header Section #. It should not be #1. Go to end of document. 

Click on Link to Previous. Same as Previous is removed from Header Pane

6. Click on Previous Section
7. Repeat step 5 to remove Same as Previous.

8. Keep repeating steps 5 and 6 until you see Header Section 1 displayed

9. Now just key header information in the Header/footer panes!
18. Text Selection Shortcuts that Really Save Time 

Ctrl/Click in Selection Area – select all text and get mini toolbar (only 2007)
Ctrl/Click to select multiple items
19. Set Up Shortcut Key to Create Shortcuts!

Office Button(Word Options(Customize(Customize( Set Categories to All Commands(tap “T” key to accelerate ToolCustomizeKeyboard. Click New Keyboard Shortcut key and then press Alt + K (or another key combination of your choice that is not assigned). Make sure Save Changes In is set to normal.dotm. Click Assign. Click Close.  (2007)
20. Clear Formatting

Ctrl/Spacebar to clear direct character formatting.  Use Clear Formatting on Home Ribbon to clear ALL formatting.

21. Tips for Creating Shows

Use Ctrl + Enter to move from placeholder to placeholder.

Use Ctrl + Enter to create a new slide using same slide layout.

Key, Ctrl + Enter, Key, Ctrl + Enter, and just keep repeating.
22. Press F5 to instantly launch your presentation from the beginning. Press Shift/F5 to launch from current slide!

23. When showing a slide presentation, just press the number of a slide followed by Enter to advance to that slide.
24.  Parking ClipArt!

When selecting clip art, you can "park" images in the gray area outside the slide and in so doing be able to compare and contrast them. Simply delete the images you don't want when you're finished comparing and contrasting.

25. Start a Presentation from Your Desktop

If you would like your presentation to automatically begin showing from the desktop or some other location, just save it as a Presentation file (.pps) rather than a “.ppt” file which happens by default.

1. Create presentation.

2. Select File
3. Select Save As
4. Change Save As Type dropdown list to PowerPoint Show
5. Key file name if necessary.

6. Click on OK
7. Double Click on Icon to begin show.
In 2007, this could be a bit tricky if you are using previous version files. The question that needs to be answered first is whether or not you want to continue to use the file in the old version. If so, leave it in compatibility mode and save it as a 97-03 show. If you want to completely upgrade to 2007, save it as a 2007 file first, then as a 2007 show. Hope all this makes sense! I'll be showing you during the session.
26.  Basic Presentations

I use this all the time in sessions that I attend. I take notes in Word. Then I quickly bring it into PowerPoint. Within minutes I have a PowerPoint presentation. You can also use this to create presentations from great e-mails!
To bring in text from Word

Have PowerPoint presentation (new or existing) on screen

· Insert, Slides from File (Slides from Outline), select file and insert

· Makes a difference which one you choose depending on format of Word file.
· 2007 – Just Open a Word File into a new, blank presentation
27. Sending out to Word

This is great for condensing the number of notes pages you have to work with when you have a considerable number of slides in your presentation.

· File, Send to, Microsoft Word

· Delete first column, Select Column, Table, Delete, Column

· Widen text column using click and drag
· Increase text size with Ctrl + [ (left bracket) or ] (right bracket) key

· Preview pages
2007 – Office Button, Publish, Create Handouts in Microsoft Word, select option. Make same changes in format as 2003. 
28. Save Time with Custom Show

This is such an underused feature and can save us so much time!

To Create Custom Shows

(Open original presentation

(Select Slide Show
(Select Custom Shows
(Select New
(Name show

(Select slide from list on left. Use Ctrl key to select multiple slides

(Click on Add Button to move list to right

(Click on OK
If you want to create another custom show, click on New again and repeat process
Don't forget to Save presentation after you create Custom Shows
To Show Custom Shows

(Open original presentation

(Begin showing presentation

(Right Click on first slide

(Select Go
(Select Custom Show
(Select show you wish to present.

 Bonus:  As you modify basic presentation, all custom shows are automatically updated!

In 2007

Slide Show Tab

Custom Slide Show

Custom Shows

New

Give Name

Select Slide and move to right

Click on OK

Remember to save your file!
I think (I hope) Custom Shows will be used more now because it is a visible option on the Slide Show tab…not hidden the way it used to be
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