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Small Tips and Tricks

Alt keys

Although the mouse is very convenient there are times when taking your-hands off the
keyboard can slow you down, particularly if you are atouch typist. Most applications are set
up to be operated by the keyboard as well as the mouse. It’s just a matter of remembering the
key combinations.

When you look at the menu bar of any application you will see that each entry has one letter

underlined. =y
il Tips and Tricks.doc - Microsoft Word | Insert Format Tooks Table

JEiIE Edit Wiew Insert Format Tools Table MathType ‘Window Help
Page Mumbers. ..

Cate and Time. ..

If you press the Alt button on the keyboard and then the underlined  *

|letter then the menu will drop down. For example, pressing Alt + | S ’
will drop the Insert menu as shown right. Ereld. ..
Symbal. ..
Y ou can select any item by pressing its underlined letter, thistime (3 Comment
without the Alt button. For example, pressing Alt + | then T would
. . Footnote. ..
insert the date and time. Caption

Of course, this is not something you would use with tasks that you Crass-eference. .

do infrequently but for ones that you use quite often it can be worth
remembering the letters that make up the shortcut.

Index and Tables. ..

33

Picture k
. . . Text Box
For example, when using Excel | often use the Edit, Paste Special e
command to cut and paste. The shortcut for thisis Alt+E,S. Once Obi
. .. . Objeck, ..
memorised, thisis alot faster than using the mouse.
Bookmark. ..
% Hyperlink...  Ckrl+k
Copying and moving files = =
Fle Edit View Favorites To 2 g0 ? |
Most people routinely drag and drop files Az 3 | 2 seurc

from one location to another but may not
be aware of how to choose whether the
fileisto be moved or simply copied. The
answer is to use the right button on the
mouse instead of the |eft.

Address || ) CryDocuments and Settingsiccroft| %
@Exams letters.doc

@Iabels Blank.doc

@Schools and Mames Cratabase doc

| Address |10 Ci\My Documents\SchaalyFarmiy | %
@98 References.doc

@FormList.xls

@Narelle wood Ref.doc

Copy Here
Move Here
Create Shorkouts Here

Caniel

o
In the exampleto the right | want to -

move thefile “Exam letters.doc” from the left-hand folder to the right. | have moved the
mouse over the file and then dragged it using the right button instead of the left. When | drop
it into the right-hand folder a small menu pops up asking me whether | want to copy, move or
create a shortcut. Simply click (left button) on the option you want to use.
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Moving around

Some control keys allow easy movement on the page. For example, holding down Ctrl and
pressing left/right arrow moves aword at atime. Page Up & Down move a screen at atime
and pressing Ctrl and Page Up/Down will move up/down by afull page at atime.

Selection and movement of text

If you double click on aword with the mouse then it will be selected. Click in the blank space
of the left margin and it will select the entire line to the right of the mouse pointer. Double
clicking will select the entire paragraph.

Once text has been selected you can use X then 2V to cut and paste it, or you can ssimply
drag and drop the text into the new position.

Control keys

There are certain shortcut keys that are common to ailmost all applications and will save you a
lot of timeif you remember them. To use them hold down the Ctrl key on the keyboard and
press the letter of the shortcut. The Ctrl key is commonly abbreviated as”. Thus Ctrl+C is
written as *C.

Key Effect Key Effect
"B Bolds the selected text. v Pastes the text from the
Al Italics the selected text. clipboard to the page.
U Underlines the selected text. S Savesthefile.
"E (Word only) Centrestheline. P Printsthefile.
"C Copiesthe selected text to O Opens afile.
the clipboard. nZ Undo.
X Cuts the selected text to the
clipboard.
ACNC (Word only) Displays clipboard manager (see later).

Copying and pasting format.

If you habitually use the ruler to control indenting and margins, or if you use numeric lists or
bullets then you' Il know that it can be quite frustrating in Word when it *forgets' your formats
in the next paragraph. Y ou can easily transfer formats from one portion of text to another by
using Ctrl+Shift+C (copy style) and Ctrl+Shift+V (paste style).

For example, suppose you' ve been using a numbered list and you’ ve interposed a picture or
some ordinary text that has normal style. Y ou will often find that when you resume the
numbering it will be out of order or have adifferent style. Simply position the cursor in the
last correct paragraph, copy the style with Ctrl+Shift+C and then paste it into the new
paragraph. The same trick can be used to ensure that you have a consistent style of headings
or indents/margins. See also the later topic of assigning keyboard shortcuts to styles.
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ANC, MCfor clipboard.

Clipboard (5 of 12)
If you press ~C twice in succession in Word then the B, Paste Al (3F

Clipboard will pop up as shown right. By clicking on any
of theiconsthe text it contains will be pasted into the % % % %
current cursor position. If you' re not sure which iswhich

then let the mouse pointer hover over the items. The first ] ‘ I_\ I_\ I_\
few words of the contents will appear.

If wou habitually use the ruler bo contral ..

The advantage of thisisthat you can retrieve and re-use anything that you’ ve previously
copied using ~C during your current Word session. Thisincludes pictures or anything else
that can be copied to the clipboard.

Adding extra buttons to the toolbars in Word.

Y ou may think that the toolbar is fixed and unchanging but thisis not the case. It is very easy
to add new buttons or to remove buttons that are of no use to you.

If you want to remove buttons then the first stage is to find out what
each button does and decide if you need it. If you position the mouse  #indow Help
pointer over a button and wait a second or two then it will declare @| &l _qu 0% = L|| -

what it doesin asmall pop up text box. If there is a shortcut key for N
the button then thiswill also appear. The example shownright isa g | = =showHide § (Ctrl+*)
button that | personally will probably never use which shows or NRERREE SRR R R
hides formatting marks in the text.

Customize — HH|
To add or remove buttons select FST— — | Options |
Customize from the Tools menu = -
and the dialog box right will Categaries: Cammands:
appear. Click on the * Commands [ER, Magrifier ]
tag to see the view on theright. Zoom 100% |

Fit: To Window
To remove a button from the -

existing toolbar simply drag it and
drop it onto the Customize dialog

=] Mormal
. . Window and Hel
box. It will vanish. Drawing : | |Eg teb Layout ~|

Selected command:
To add anew button or to restore |

, . Descripkion
one you’ ve previously removed,
first find it in the list of commands.
These are arranged by category and
it isworth spending afew minutes
scrolling thsr%ugh tﬁem. There are @l Savein: [tormaldot  w| geyhoard.. || close |
many commands (buttons) which
don’'t appear on the standard toolbars but which you may find quite useful. For example, to
see page layout | quite often like to zoom out to be able to see the whole page. Thereisa
button that does this. If you use it then you will probably also want the one below it that
restores normal layout.

[adity Selection T |




Click on the new button and drag it to the toolbar. When you are over the
toolbar you will find that ablack ‘I-beam’ cursor will appear to show where * = | —
the button is to be positioned, as shown right.

When you drop the button it will appear in its new position. Aslong asthe
Customize dialog box is open you can move this or any other button around by simply

dragging it.

Selected command:

For the adventurous there

are anumber of ways that oscrigton | | vadfy Selection *_|
you can further modify the Reset
buttons. Clicking on the * Description’ button Delete

shown right will give you a description of the
button’s purpose. Additionally, some of the
buttons don’t have an image and you can add an
image from the small supplied list or even use
your own image using the Edit Image or Paste
Image commands on the pull down menu on the
right.

[ame: &Superscripk

Copy Bukton Image
Paste Button Image

Reset Button Image

Edit Button Image. ..

Change Button Imacg

IT Defaulk Skyvle
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9) Setting up additional accelerator keys. [Edt view Insert Format oD Ve
7 Unda 'u'Ei.ﬁ.-Selectinn.Paste:' Chrl+2

Once you have become used to using accelerator keyssuch as ' ©4 Redo YBA-Selection.Paster  Chrl+

AC and 'V you may want to explore others. Many of these can :

be found on the menus as you can see in the Edit menu right. e - i
S s GhHEE
(& Paste %ty
Y ou can also start assigning your own keys to common tasks. I’ [l illustrate this by assigning a

particular style to one of the function keys at the top of the keyboard. Suppose you’'ve
decided to use the style of the paragraph below as aregular feature on your worksheets.

Tip: Always choose your axes carefully before beginning to
draw your graph. Ensure that the important parts of the graph
arevisible.

To assign this style to the akey, follow the steps on the next page. Most people have alimited
number of paragraph and heading styles that they use regularly and find that assigning them
to the row of Function keysisagreat shortcut. It’s best to avoid using F1, asit isthe Help
key and you may want to useit for its intended purpose at some stage.



. MHew Style
Assigning a style to an accelerator key 2 2=
arnne: Stvle bvpe:
» Position the cursor inside the |TiF'5t?-*'E| |Paragraph |
paragraph you’ ve set up. Based an: % Skyle For Following paragraph:
I 1l Body Text Indent j I j
«  From the Format menu, choose Style, | Frediet
Click onthe ‘New’ button. The style Tipe Abuay choss carchilly befoe:
. . b g By drawe o 1. Eneomre 5
should appear in the Preview pane. cporium puris of dae graph are vis
Descripbion

Givethe style aname. In this case, as
shown right, I'm calling it “ TipStyle”.

Click on *OK’ to assign the name and
then close the Style dialog box.

Body Text Indent + Indent: Left 2.54 cm Right 3,17 cm, Border:
Top(Single solid line, Auko, 14 pk Line width), Bottom(Single solid line,
&uto, 14 pt Line width), Left{Single solid line, &ukta, 14 pk Line width),
Right{Single solid line, Auto, 14 pt Line, ..

[ add to template ™ Aukomatically update

| (o I Zancel | Farmat = | Shortout Key. . |

Customize K.eyboard

In the Tools menu, open Categories:

the Customize dialog
box, click on the button

&l Commands

Close
Body Text Indent

=

Macras
Fonks
AutoText

labelled ‘Keyboard’ and a
further dialog box will
appear. In the left hand
‘Categories’ window
scroll down to find

Common Symbols

Press new shortout ke

Default Paragraph Font
Heading 1
Heading 2

Norrnal Assign

Remove

Title

iy

Current keys: Reset All...

‘Styles’. In the right hand
window, locate
“TipStyle” and click on it
to select it.

|Fzl

MoveText

Currently assigned ko:

H
=
I\ |

escripkion

Bodyw Text Indent + Indent: Left 2.54 cm Right 3.17 cm,
Border: Top(Single solid line, &uto, ¥ pt Line width],

Save changes in:

Mormal,dok =

]

Place the cursor in the

field called “Press new

shortcut key” and press the button that you want to become the shortcut. This can be a
single key or a combination of keys such as Ctrl-F2 or Ctrl-Shift-F2. It doesn’t have to be

afunction key. Basically any combination
combination, which it often will, then you

isok. If it conflicts with an existing key
will be told. For example, in the case above it

conflicts with “MoveText”. Since | don’'t care about that | will click on the ‘ Assign’

button to over-rideit.

Close al the dialog boxes and you will now find that pressing F2 (or whatever you used)

will now convert the paragraph you are working on into “ TipStyle”.



10) Creating a departmental set of templates

If your department wants to use a standard layout for tests, exams, letters to parents, memos
etc then you may want to create a single folder on your departmental drive to contain these.

For example, part of the template we use for our levelling tasks in Maths is shown below:

Topic: Arc Length & Earth Geom.
Date: 1/2/2005
Levels: 6to7 St Hildass
Entered?: ANELIEAN SEHERL FOR £30LS
Name:

|1 [M10b [Level6 |~ ¢ +

To create atemplate you simply need to save the file using a .dot extension rather than the
usual .doc extension. When you then click on a.dot file to open it a copy is automatically
created rather than opening the original.

To make these templates available to your department in the same way as the set of General
St. Hilda' s Templates are, you should follow the steps bel ow:

Create the folder on your
departmental drive to hold the
templates. Leaveit visible asitison
theright.

On each of the departmental
computers, go to MyComputer and
follow the links from MyComputer
to C:\ drive, to “Program Files’, to
“Microsoft Office’.

Once you have thisfolder open, use

the right button drag method explained earlier to

create a shortcut in that folder to your

I K:\Dept\Maths

METx

File Edit \iew Favorites  Tools  Help

Address |20 Ki\Deptyaths el

|[hienmy g
|[Z)Aszessment Thems |[ZJLessonendersw It
I Claffey |Z)Marksbook 2008 It
|[)Competitions |[Z)Maths 200 software It
| Conferences T aths For e It
|[)Downloaded Software |[Z)Maths Templates IL
|[yenamsite zetings IL
=) Files For Steph [Coymsta E
| Games |[)official School Crests 1
j( I }

2 C:\Program Files\Microsoft Offic... E]@

File Edit ‘Wiew Favorites Tools Help '}'

departmental template folder. The computer will —

add the phrase * Shortcut to...” to your shortcut

and you may want to remove that.

tddress [ C:\Program Files\MicrosoRt Cffice’Templates b
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« If you now use the File menu in Word to create aNew file =]
then you'll find that alist of templates and other material
such as recent files will open on the right of the screen. See
right.

i

New Document

Open a document
word Tips and Tricks,doc
0S12AMCC Consec Sums In-class |
(= Mare documents. .,
New
[ Blank Document
@ Blank \web Page
B Blank E-mail Message
New from existing document

w]] Choose dacumert..,.,

MNew from template
Leveling Task Template.dot

| General Templates. ..
:':I Templates on my Web Sites, .,

5] J Templates on Microsoft,com

» If you click on the “ General Templates link then a collection of templates will open. One
of thetags at the top of the list will be your departmental templates (see circled tab
below). Click on thisto see the templatesin your departmental folder.

-

Templates

ax]

Mail Merge [il:

General ] Legal Pleadings ] Letters & Fa
Maths Templates ]

Publications ] Reports ] ‘Web Pages ]

o &

Blank Graph g'LeveIing Task: Math o Quest Math o Quest
Paper.dot  Templste,dob: Marking Fo... Marking Fo...

033

Preview

Smm
graph.dok

5 ] Cther Documents ]
SfHilda's School Templates ]

The advantage of seting it up thisway is that any changes to the template need only be done
in one place and al staff will always be using the most recent version of any templates.




11) Organise your files!

Set up afolder structure that reflects your thinking and alows you to find files again when
you want them. There is nothing more frustrating than knowing that you have a worksheet on
the topic you are about to teach but not being able to find it. In the picture below you will see

asample of the layout | use. Y ou need to evolve your own.

& Mywork - O] x]

File  Edt “ew Go [*
l Address Il:l C: Aok,

'BEORL&NDLCE

|

Expenses

IFvoices

Library

Magazine Articles
FPaoetaker Flles
Perzonal

photoz

Prof \whork,

Recipes

Repoart Master Yersion 2
School

zpace

Star Trek

STATPALCK

T awation

TEE Book

Uriot Matters

YWwiordT emplates

Bank Tranzactiong [Dec03-Mar0d].«lz
CO&DVD Callection.fp5

*

27 object(s] v

0

tests, exams, worksheets and so on. For example, the“Year 11 1C”

Starting with the C:\MyWork folder is a good idea since many
applications default to that folder when saving. The one on the
left is for my home computer. Inside it | have another folder
called “School” whose contents are shown below.

folder contains the folders shown right.

Y ou may notice in the top right window afolder called “Buggered If
I Know”. While thisis obviously somewhat facetious, thereisa

purposeto it also. Place anything in here that doesn’t immediately
seem to fall into alogical category and then review the folder every
few months to see if you have accumulated a set of filesthat are
similar enough to deserve their own folder.

& School O] =]
Fil=  Edit Miew Go Favontez Help |
I Address | CAMywark\S chaal vI
2003 clazsesr |=:I Staff Aszociation
AMC Competitian [ StudentPics
Bugagered if | know [ | Tips&Trcks
Form [(dear 08
Gerald the Goat C1%ear 09
HaveSumFun [J¥ear 10
Marks Recording C1%ear 11 FM
News Clips (C%ear 11 GT
Phatos 2002 (Clear 111
Reports C'ear 12 AM
Seating etc [CJear12CA
i
|1 object(z] zelected |_§‘ by Compr ¢
& vear 11 IC [H[=] E3
File Edit % *
Within each of the subject foldersin the Address |[:| Oy vl
School folder are further foldersto store cianmants
S EIGETIENTE
_ | Exams
_ | Motes
1 Tests
L-_E. Curve Sketching.doc
|'I object]z] selected 4

Evolving alogical structureis different for each person but it is worth
spending a bit of time getting it right. The result can be very satisfying when a colleague says
“Where' sthat test | wrote last year?’ and you can find it quickly and easily!



