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THINGS YOUR MOTHER NEVER TOLD YOU ABOUT WORD 
Word is Sexy. Word is Fun. We wish… 

 

 

DOCUMENT TEMPLATES 

If you have designed a letterhead for regular use, the easiest way to access it is to 

save it as a document template. 

Click File, New Document, then make up your letterhead, and format the fonts and 

margins for the main body of the letter.  

When it is finished, go to File, Save and when the menu appears, select Format, 

and choose Document Template. By default, you will be offered the folder My 

Templates to save it in. Give your letterhead a name, and save it there. 

When you want to write a letter, click File, Project Gallery, and select it from My 

Templates. A new document will open, which you can edit and save in the usual way.  

It’s easy, and your templates are fully editable at all times. You’ll wonder how you 

ever lived without it, and you’ll shed tears for all those wasted years.  

 



FORMATTING BRUSH 

There is a wonderful little tool hanging around on your Standard Toolbar, which you 

probably see every day, but never thought to investigate. Well, today’s the day 

you’re going to try. And you’re going to love it for ever. The icon looks like an old-

fashioned painting brush, but it’s not. It’s your Formatting Brush, and its about to 

ease your life for ever. 

What it actually does is to record the entire formatting of one piece of text – 

including margins, fonts and character size, and transfer it to another, with a mere 

sweep of the mouse. 

Here’s how you do it. Take two blocks of text. Style them up so they are 

completely different, including the margins.  

Now, place the cursor anywhere in the first block, click the Formatting Brush, then 

highlight a chunk, or all of the second block. The formatting will change to match the 

first block, including the margins.  

Good, eh? 

 

JUSTIFICATION AND HYPHENATION 

sIf you look at most formal letters and many newspaper articles, you may have 

noticed that the margins at each side are straight, or ‘justified’, as opposed to being 

ragged at the right side, as in ‘left-aligned text’.  

You can do this too, by highlighting the text and clicking Ctrl-J, or clicking the 

Justify icon on the Formatting Toolbar. 

However, now that every line is the same length, some long words will not fit at 

the end of a line, and will carry over to the next, leaving the one above looking 

gappy and spread-out. 

To guard against this, you can set Word to hyphenate these words automatically. 

Click Tools, Hyphenation and tick Automatically hyphenate document.  

Most persons of taste would not hyphenate left-aligned, or ‘ragged’ text, since by 

nature it has a certain flexibility. However, certain publications that are best not 

named here do not live up to such high standards. 

 

SOFT HYPHENS 

You may have your own hyphenation preferences, and decide to put them in yourself 

as you go along. This is fine, until you make any alterations to the text, as this can 

change the position of your hyphenated words – leaving them in the middle of lines, 



broken up by incongruous dashes. In a long document, one small text edit can mean 

trawling the whole thing to look for all those stray hyphens. 

The answer is to use ‘soft’ hyphens. These magical creatures show up only when 

they are doing their job, and when the words they serve no longer require their 

services, they  disappear from view until they are needed again. 

To make a soft hyphen, place the cursor at the point where you want the word to 

break, and hold down the Ctrl key as you insert the hyphen. The first part of the 

word will climb back up on to the next line.  

 

NON-BREAKING HYPHENS 

The opposite of the above can also apply. There are certain hyphenated words, such 

as ‘U-boat’, that, if broken up, would leave the first letter an ‘orphan’ – alone at the 

end of the the line (that’s as good as typesetters’ jokes get, I’m afraid…). You can 

prevent this by writing it with a ‘non-breaking’ hyphen. Click Ctrl-Shift-Hyphen. 
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TRACK CHANGES 
If you need to show someone your revisions to a document, instead of having to 

mark up paper copies, you can show the changes on screen. Deletions are marked in 

read and struck through, and insertions are in blue and underlined. 

Click: Tools, Track Changes, Highlight Changes… When the menu appears, tick 

Highlight changes on screen. 

 

COMPARE VERSIONS 
Or you can: 

Compare two versions of a document. 

Use File, Save As… to make a copy of the document, and make your changes in 

that. To compare it with the original, make sure that you are in the edited version, 

and click Tools,Track Changes, Compare Documents… When you are prompted to 

choose a file, select the original version. In the edited version, deletions will be 

shown in red and struckout, and insertions in blue and underlined.  

After that, you should retain three copies to show to your client: the marked new 

version, as well as a clean copy – without the changes showing, and a clean copy of 

the original.  

 

AUTOCORRECT 
Word is so full of features and shortcuts, it sometimes seems just a bit too clever by 

half – like the way it corrects you even when you’re doing just fine, thank you. Take 

the way that it capitalises the first letter of a line, when you want it in lower case – 

or changes the formatting of dates, making the abbreviations in them – ‘st’, ‘nd’, ‘th’, 

etc, into tiny superscripted letters. You’ve been there, too. Well, here’s the good 

news. You don’t have to take it any more. Kick it out. Take control. 

Go to Format, Autoformat… and select Options… Click AutoFormat, Replace and 

uncheck Replace Ordinals 1st with Superscript. Aahh, bliss…  

To get rid of the annoying capitals thing, click Format, Autoformat…, Options… 

again and choose the AutoCorrect tab. Uncheck Capitalize first letter of sentences, 

and anything else that you choose. You will find a number of other options there nto 

customize your work process. 



AUTOTEXT 
Autotext is a useful function, which allows you to store pieces of text, which can be 

quickly accessed and inserted into a page.  

Click Insert, AutoText. A menu will drop down, containing a list of folders that 

contain items already stored. To add your own entries, you can select AutoText…, 

and in the menu that appears, type in your entry. You can even add whole pages of 

text, such as the terms and conditions of your company, or elements in standard 

letters that you may have been keeping in a file somewhere else on your hard disk. 

Well, now you can have them at your fingertips, by simply copying the text and 

pasting them in as Autotext entries. 

Your new items will appear in the Normal drop-down menu. 

You can also keep an AutoText palette on your desktop. Click View, Toolbars, 

Autotext. Or, better, add it to the Standard toolbar by clicking Tools, Customize… 

Under the Categories pane choose Insert and find AutoText. Drag it into the 

Standard toolbar. 

 

CUSTOMIZE TOOLBARS 
If there are functions that you use regularly, you can have them available at just a 

click away by placing them in a toolbar.  

For example, to send a document directly as an email attachment, click Tools, 

Customise… When the palette pops up, click the Commands tab, and in the 

Categories: window, select File: and click and hold Mail Recipient (as Attachment)… 

and drag it on to the toolbar of your choice.  

 

ASSIGN KEYSTROKES 
You can assign keystrokes to commonly-used functions. Go to Tools, Customize… 

When the palette appears, click Keyboard… at the bottom, and click the appropriate 

category in the left-hand Categories: pane, then scroll through the choices in the 

Commands: window until you find the one that you want. Press New shortcut: and 

enter your keystroke combination in the box beside it. You may need a couple of 

goes before you find one that is not already in use.  

These are some preset keystrokes that operate some of the functions described 

above: 

Copy Format  

Change Case 



DROP CAPS 
ou may have noticed that some books and newspapers begin the first 

paragraph of a section with a large initial letter, which is the depth of 

more than one line. This is known as a ‘drop cap’, and it can add a 

little style and interest to a newsletter or report. They are best not 

used in letters, though. 

Highlight the paragraph, and Click Format, Drop Cap… Choose Dropped, and the 

number of lines to drop and the distance from the text. It can be effective to use a 

different type face from the main text. If you are using a plain typeface, such as 

Arial or Geneva, with no curly bits – or ‘serifs’ – it can be effective to use a serif 

typeface, such as Times for your drop cap, and vice versa.  

You can alter the letter’s colour too, if you like, by highlighting it and selecting a 

colour from the Formatting palette.  

 

GROW FONT 

If you often need to change the size of fonts, a quick way to do it is by dragging the 

Grow Font and Shrink Font commands on to the Formatting toolbar, as described 

above. You can alter anything from a single letter to an entire document, by 

highlighting the items that you want to affect. 

 

WORD COUNT 
If you need to keep a regular check on the number of words in a document, you can 

drag Word Count into the Standard toolbar, in the usual way. You will find it under 

Categories: Tools and Commands: Word Count. 
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