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PLEASE, PLEASE… READ ME FIRST 
Text & Format Text - 10 PRACTICAL SHORCUTS to “Grab Text”  

1 – 2 
 

Auto Correct - Turn it off for specific words 38 

AutoText - Add to use later – provides sentences, paragraphs with ‘Enter’ key  87 

Back Up Copies - Create automatically and retrieve 56 

Blue Screen, White Letters 50 

Borders - Add / customize 42 

Borders - Add to title page or whole document 75 

Bullets - Make them the same or different from the text font (custom) 44 

Canvas Automatic - Turn it off 46 

Capitalization - Turn it off after short forms & acronyms  80 

Capitalization, Automatic - Turn it off  79 

Case - Change quickly to first letter caps, all caps or none 45 

Chemistry Formulas - Type directly from the keyboard 63 

Columns - Insert 30 

Comments - Change default font type and size 88 

Count - Words in a document 62 

Decimal Point - Set it up with Tab Set to align decimals in numbers perfectly 78 

Dictionary - Add, delete or edit words to your custom dictionary 57 

Double Underline - Set up an icon / button 56 

Drop Cap - What the heck is a drop cap...check it out! 92 

Edit - Return to your last edit 31 

Email Address - Never type it again  80 

Envelopes - Fast method for one or numerous addresses 36 

Envelopes and Labels (page 111) - For several recipients 109 

Equations and Mathematical Nomenclature - Insert 57 

Font - Change the default for all new documents 32 

Footnotes and Endnotes - Insert, delete, move copy 64 

Foreign Language Characters - From the standard keyboard 48 
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Format Pages Differently in the Same Document 60 

Formatting - Clear it fast 62 

Forms - Create Spaces for data entry 43 

Forms - Create text fields, check boxes, drop down list, tables 93 

Headers & Footers - Different first page 51 

Headers & Footers - General  - Letterhead, disclaimers etc. 51 

Headers & Footers - Sections - First page different &  Different sections 51 

Hyperlinks & Bookmarks - Link a table of contents to the contents 82 

Hyperlinks & Web Pages - Avoid opening accidentally 89 

Hyphens - Automatically search and hyphenate 63 

Indent Paragraphs and Lists Quickly 79 

Insert a Word document - No link 42 

Keyboard Shortcuts - More handy ones 59 

Keyboard Shortcuts - Print a list of them all 60 

Keyboard Shortcuts - With the Ctrl key 58 

Labels - Create one or a full page for one addressee 91 

Labels – Create for numerous addressees (and tips on page 111) 109 

Letters - Super time saver now and especially later – use the Wizard 100 

Line Numbers - Add to your document 79 

Line Spacing - Quickly change to single, double or 1.5 46 

Link a Word Document -  Automatic update 41 

Link to an Excel Worksheet  128 

Margins - Set or Change the Default for all new documents 33  
43 

Navigate Lengthy Documents Quickly - Set bookmarks and then “Go To” 112 

Page Breaks - Create and delete   56 

Page Numbers - Different  formats and numbering for different sections 52 

Page Numbers - First page different (Header / Footer) 52 

Page Number - Remove from first page 30 

Pages  / Document Map - Go quickly to specific sections  64 



WWoorrdd    ””HHOOWW  DDOO  II   DDOO  TTHHIISS??””  ccoonntteennttss  ppaaggee  

3 

Pages - Go quickly to a specific page 76 

Page Setup – Go to it quickly 37 

Paste with the Insert Key 29 

Print Multiple Documents from one folder - one print click 24 

Print Multiple Pages - On one sheet 81 

Recently Used Documents - Increase number of 86 

Recover a Document if Word Crashes 63 

Ruler - Turn it off and on 85 

Ruler Inches and Metric - Change the settings 14 

Save Automatically 85 

Save All / Close All Documents Simultaneously 45 

Section Breaks - For page numbering or different headers / footers  52 

Shapes - Align AutoShapes to a grid 85 

Spaces after a Period - Specify one or two 86 

Speech Recognition 92 

Spell-check - Stop it for specific text 76 

Spell-check - Turn off for URLs and file addresses 17 

Spelling Foreign Language - Check spelling in other languages 89 

Split Window - Turn it on and off 49 

Shortcut Keys - Assign for Styles 45 

Styles - How to create 29 

Summarize a Lengthy Document - AutoSummarize 42 

Symbols - Assign shortcut keys 107 

Symbols - Assign with Auto Correct 108 

Symbols - Create a toolbar button to insert with one click 106 

Symbols - Insert and some handy items 49 

Synonyms - Find easily 82 

Table Headings - Repeat on subsequent pages, copy table 73 

Tables - AutoFit 72 
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Tables – AutoFormat and how to modify an AutoFormat table 67 

Tables - Borders edit 69 

Tables - Bullets & numbering, delete table, selective edits 70 

Tables - Copy 73 

Tables - Create / insert  65  

Tables - Edit, highlight, fill, text position and change text direction   68 

Tables - Insert a caption, move the table; delete rows, columns or cells 71 

Tables - Complex, modify existing 66 

Tables - Navigating large tables, Assign numbers to cells 72 

Tables - Repeat headings 73 

Tables - Sorting 104 

Tables – Sum numbers 35 

Tables - Using the keyboard 43 

Tables - Wrap text around the table, change borders 69 

Tabs - Indents and Margins, set and remove tab stops 77 

Tabs - Set Leader characters – such as ------------  …………....    ___________  78 

Tabs - Spacing…change between default tab stops 79 

Templates - Create your own custom  74 

Text – Insert text automatically that you are tired of typing over and over  35 

Text Box - Insert and modify 61 

Text with the Same Formatting - Grab all at once 81 

Themes - Change the “paper” you are using, for example: rice paper 47 

Type - Anywhere on the page When you begin 81 

Underline Styles - Lots of choices 91 

View Multiple Pages - At the Same time, set up the icon 31 

Watermark - Create with text or a picture 76 

White Space Between Pages - Hide and unhide 89 

WordPerfect Users - Help and tips 39  

Work Menu - BIG TIME SHORTCUT Go to documents fast 90 
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Calculator - Create an icon on the task bar 27 
Clipboard - Turn it off / on, collecting, pasting, clearing 16 
Copy a Document - To begin another document - same format and data 18 
Copy and Paste - 4 ways 28 
Cut and Paste - 4 ways 28 

Date - Automatically update the document when it opens 19 

Drag and Drop - How to do it 26 
Drawing - How to draw and insert shapes; shading, 3D, move, etc. 5  
E-Mail - Sending and receiving attachments 26 

Find and Replace  19 
Folder and Sub Folders - Create new and How to Rename 23 

Folder - Change the default save setting for open and save 20 
Folders - Ensure others save to the correct one 23 
Frozen Computer - (bottom of page) How to find out what’s frozen 4 
Help Assistant - Hide it, change it, manage options 16 
Mouse - Change “move” speed / double click speed; set for left  handed                  21 
Open and Save Documents - Change default setting 20 
Option Settings - Recommended 34 
Paintbrush - How to use it 16 
Picture - Insert 18 
Pictures - Frame pictures or clip art with text boxes 24 
Print  Portrait and Landscape in the same document  25 
Print Multiple Documents from the same folder 24 

Shortcut Icons - Send to the Desktop 27 
Signature - Insert 16 
Size of Document - Find out for an open or closed document 23 
Spell Check - Turn it off for URLs / file addresses  17 

Spell Check - Turn it off for words with numbers 18 

Toolbar - Quick launch 9 
TOOLBARS - How to customize, add / delete / resize; turn on / off 10 
URLs - Turn off automatic invoke when typing 17 
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PLEASE, PLEASE READ ME FIRST 
Grab and Format Cells  – 7 SHORTCUTS to “Grab Cells”  

3 – 4 
 

Absolute Cells -  One number times / divide / % of several other numbers 121 

Age - Calculate from Birth Date 138 

AutoCorrect - Turn it off for specific words, acronyms etc. 193 

AutoShape – Insert the contents of a cell or the result of a formula in a cell 220 

AutoSum - Handy options 157 

Billing Customers / Client Hours Worksheet - How to set it up 197 

Borders - Draw your own – choose line style, weight and color 183 

Budgets - Create a Trend Line  to see if you are on track 216 

Calculator - Create a toolbar icon 159 

Cells - Delete: 2 ways + keyboard shortcut 160 

Charts - How to create and make them stand out with finishing touches  163 

Charts – Create with one tap 170 

Charts - Baby Growth 171 

Charts - Blood Sugar 171 

Charts – Paste a chart as a picture 160 

Check Marks - Provide for users to fill in a questionnaire with check marks  133 

Check Marks – Count the number of 133 

Column Width -  AutoFit or set the width 126 

Comments - Add, delete, print 144 

Comments - Change font size color, default 145 

Comments - Change font size color, type as you go 145 

Copy and Paste - Does not fit and unique "must paste last with enter key" 115 
Count Cells Above or Below a Specific Value - e.g. How many cells are    over  
$100' or how many cells are below $3,000 124 
Count Instances of Cells with a Specific Value - e.g. how many cells have 
$100 in them; or "yes"  123 
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Count the Number of Transactions - In a row or column 127 

Cursor, Moves Automatically - Change where it goes after you enter 127 

Custom Lists - How to automatically insert lists you use over and over 135 

Data – Enter to several worksheets simultaneously 146 

Dates - Calculate the number of days between two dates 140 

Dates - Simplify entering and formatting 140 

Decimals - Set for automatic hen entering data OR turn it off 136 

Error Messages - What do they mean?... #DIV/0! 188 

Factor Calculation 153 

Find Blank Cells or Cells with Formulas 128 

Filter Data – Large Amounts - Sorting in large worksheets 175 

Fit Perfectly - Cells, rows, columns 113 

Font Size and Type - Change the default setting - how Excel opens 114 

Format Cells - Alignment tab 152 

Format Cells - Font tab 154 

Format Cells - Number tab  186 

Formatting IN THE Spreadsheet - Clear fast 157 

Forms - All fields from the toolbar 177 

Forms - Data entry, create your own 156 

Formulas - Arithmetic 150 

Formula Notes About the formula IN the formula 148 

Formulas - Show all 146 

Fractions - Entering into cells 185 

Future Value 208 
Goal Seek – Example how much must revenue increase to increase the gross 
margin % to 52%? 115 
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Graph Paper - Create to your own scale 149 

Gridlines - Change the color 139 

Gridlines - Printing 113 

Gridlines Gone - How to really see what borders you have in all cells 125 

Headings - Copy headings to all worksheets in the same workbook 161 

Hide & Unhide Rows and Columns 119 

Hide Formulas In Cells 119 

Hours in a Shift - Calculate the hours worked recognizing noon & midnight 139 

Hyperlink Cells and Go Back - Create a click through document 131 

Hyperlinked Cells - How to edit them 157 

Link an Excel Worksheet to a Word Document 128 

List Box or Drop Down - Create as a Data Validation 127 

Locking and Unlocking Cells - To Prevent overwriting 117 

Locking Cells for Forms 141 

Macros -  What they are / do and how to create 210 

Merge Cells - How and why  161 

Mortgage / Loan payments; Investing - Present and Future Value - Calculate 203 

Organization Charts – Yes Excel does these - superbly  218 

Page Break Preview and Normal - Set up a one-click path / icon 130 

Page Breaks - Set your own 113 

Page Numbers - Print 129 

Password - Create for workbook to open or modify 134 

Percentage of Total - What % is each item comprising the total, of the total 201 

Personal Information - Exclude from a worksheet 120 

Power of - Square a number, cube a number and beyond (page 156) 154 
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Present Value  205 

Print Column / Row headings - On every page 115 

Print Row and Column References - Alpha  columns, numeric rows 120 

Printing With Excel – General Rules and Tips 226 

Random Numbers - How to create them 133 

Ranges of Cells - Name them and why it saves lots of time 142 

Ranges Named - Find out what is in them 142 

Ranges Named - How to delete them 186 

Ranges Named - How to see them all with their names 187 

Range Names - How to create automatically 189 

Roots - Square root, cube root and so on 155 

Row Height - AutoFit or set the height  126 

Rows and Columns – add / delete – single, multiple and from the keyboard 143 

Rows and Columns - Numeric references for both 136 

Rounding 136 

Running Total - Calculate 197 

Scrolling Rows  / Column Madness – How to cure this with “Freeze Panes” 118 

Sort Data - By column   173 

Sort Data - Customize so not limited to alphabetical 137 

Sort Data - Sort all your data quickly up to three criteria 132 

Subtotals – Create quickly for the whole worksheet and underline (222) 221 

Sum Cells from Numerous Worksheets To a Summary Sheet - Fast 145 

Tabs at the Bottom - Change - name them, move them  - color 135 

Templates - Create custom for later use 171 

Text - Add a line break in the cell 134 
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Text, Case – Change the case for many cells (UPPER, lower, Proper) 214 

Text - Easily insert oft used titles, names, email addresses and so on 192 

Text - e.g. First name and last name in two cells you want them in one 190 

Text - Fit the text to a cell - Shrink or wrap  116 

Text - Rotate it from horizontal to vertical 184 

Text - Slant it 185 

Text, Type a Note or Letter - Anywhere in the worksheet 130 

Threshold Values in Cells - Set conditions to highlight specific numbers  146 

Trendline – Create from “actuals” to see if you will reach your goal 216 

Validating Data - Ensure correct input by others / instructions right in the cells  194 

Version of Excel - Which one is on your computer 172 

Watch Window - Keep a close eye on important cells without navigating 187 

Workbooks - Open several at once – create a “workspace” 212 

Worksheet – Copy a worksheet to another workbook 158 

Worksheets - Change how many open automatically 114 

Worksheets - Copy cells, rows, columns to several other worksheets 213 

Worksheets - Delete several worksheets simultaneously 213 

Worksheets - Hide / Unhide while working with multiple worksheets 184 
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