Tips and Techniques for Word
Changing the Default Font

1. Choose Format(Font from the menu bar.

2. Choose the font and point size.

3. Click the Default button at the bottom of the dialog box.

4. When prompted to change the default, click Yes. 

Document Scraps

You can use document scraps as a quick way to copy text to and from Word.

1. Size the Word window so that the text you want to copy is visible and the desktop is also visible. 

2. Select the block of text you wish to copy.

3. Press and hold the right mouse button and drag the text to the desktop.

When you release the mouse a pop-up menu appears.

4. Choose Copy Scrap Here from the menu.

Keystrokes to Remove Formatting

	Keystrokes
	Result

	Ctrl + Shift + N
	Applies the Normal style.

	Ctrl + Space
	Removes character formatting.

	Ctrl + Q
	Removes paragraph formatting.


Change Case

1. Select the text.

2. Choose Format(Change Case from the menu bar.

3. Choose the desired case and click OK.

Hint: Shift + F3 will change case by rotating the text to sentence case, upper case, then lower case.

Nonbreaking Spaces
Nonbreaking spaces prevent two words from splitting apart at the end of a line. For example, you may want to ensure that New and York do not split over two lines. To create a nonbreaking space, type Ctrl + Shift + Space.

Tips and Techniques for Excel
Use the Name Box to Create Named Ranges

The Name box is the text box at the left edge of the Formula bar where you typically see the address of the active cell. You can use it to quickly assign names to ranges. 
1. Click in the name box.

2. Type the name of your choice.

3. Tap the Enter key to create the name.

Print a Selection of Cells

1. Select the range of cells. 

2. Choose File(Print from the menu bar.  
3. Under Print Range, choose Selection.

4. Click OK.

Enter Data in Multiple Worksheets at the Same Time

As an example, let's say you want to put the same title text into different worksheets.

1. Press and hold the CTRL key, then click several worksheets to group them together.
2. Type the desired text on the first worksheet.
This text will appear in each sheet.
  

Automatically Generate a List of Months

1. Enter January in a cell.

2. Select the January cell.

3. Place the mouse on the AutoFill handle in the bottom-right corner of the cell.

4. Drag down eleven rows to AutoFill the remaining eleven months. 
Rename and Recolor Worksheet Tabs

1. Right-click on a worksheet tab.

2. Choose Rename from the pop-up menu.

3. Type the new name and tap Enter.

4. Right-click the worksheet tab again.

5. Choose Tab Color from the pop-up menu.

6. Choose the desired color from the Format Tab Color dialog box.

7. Click OK.

Tips and Techniques for Windows

To Copy a File Name from Windows Explorer
1. Select the file name to be copied.

2. Right-click on the file name and select Rename from the pop-up menu.

3. When the file name is in Rename mode right-click on it again and select Copy from the pop-up menu.

4. Switch to the target document and paste.

Add Desktop Icons to the Start Menu

The reason we create desktop shortcuts is to make it easier to access a document, folder, or application; however, if you have to minimize all your windows just to get to the shortcut it defeats the purpose. You can add the desktop icon to your Start Menu, then it's always available. To do this, drag your desktop shortcut to the Start button. The shortcut stays on your desktop and is added to the Start Menu.

Quickly Minimize All Open Windows
1. Click the Show Desktop [image: image1.png]


 icon on the Quick Launch toolbar at the left edge of the taskbar. 
2. Click the icon again and the windows open again.   

Change the Background on Your Desktop

1. Right-click on the desktop.

2. Choose Properties from the pop-up menu.

3. Click the Desktop tab.

4. Choose the background you desire from the Background list, then click OK. 

Move to the Internet Quickly

1. Open the Web toolbar in any Microsoft Office application.
2. Type the desired Web address in the Address area of the toolbar.

3. Tap Enter.
