A FEW WORDS ABOUT WORD

MS Word is a miracle of programming brilliance being an effective document maker
that may also be used for multimedia and graphic productions, a rudimentary database
and spreadsheet, a dictionary and thesaurus and many other computing solutions.
How disappointing then that many of its users never get beyond regarding Word as
little more than a fancy type writer,

Even when its use is restricted to pecking out the occasional letter or report, a
knowledge of just some of the countless whistles and bells that accompany Word can
effortlessly transform such humble documents into works of art that are a pleasure to
read and satisfying to create.

Starting Word:
As with most functions on your PC, there
are numerous to almost countless ways
of initiating any one program, and with
Word you might Use Windows Explorer
and click on a Word Document or the
Winword.exe file in the Officell Folder,
or you might go to your Recent
Documents and click on a Word
Document there. Perhaps for
convenience you have set up a shortcut
on the desktop or made a SmartBar on
your Windows Task Bar or included the
Word icon as a shortcut in the Quick
Launch tool bar of the task bar. Some
Power Users type Start>Run>Winword.
Word users do all of these things because
the other alternative is to mouse your
way from Start>all Programs>Microsoft
Office>Microsoft Word — which is where
Office Setup leaves Winword.exe
following installation.
This takes 4 movements of the mouse
and the chances are that you’ll start some
adjacent program on the list if you try to
do it quickly.
A more elegant way to initiate Word is to create a keyboard shortcut as follows:
1. Navigate to Start>All Programs>Microsoft Office>Microsoft Word
2. Right Click on the Microsoft Word icon and select ‘Properties’ from the
resultant context menu — Word Properties Dialogue Box appears.
3. Click in the Shortcut key field and press the <CtrI>-<Alt>-W combination.
4. The resultant entry should read Ctrl+Alt+W
5. Then Click OK. If these keys bring up some other application, or the shortcut
key field reverts to “None’ as soon as you release the keys, another shortcut or
application has already claimed these key strokes.
All being well however — whenever you require Word simply apply the Ctrl+Alt+W
combination and Word will open with a blank page ready for Action.
(Did I just hear Geoff Morgan cry with joy)



Filler Text;

Practice makes perfect, and this includes placing and manipulating graphics, objects
and shapes into a word document. However unless precautions are taken, opening up
a document and then playing with its structure during a practice session could result in
the unfortunate loss or permanent alteration of that document.

A far better option is to fill a page with sample text, and Word can do it for you.

For example type the following =rand(2,3) at the beginning of a new line and
press Enter.

Word will give you two paragraphs, each with three sentences in them (the sentences
are “The quick brown fox ....etc”).

Typing =rand(10,6) will nicely fill % of an A4 sheet and provide excellent filler
text to fool around with the next two items.

Signing Off:

When we’ve finished typing our letter — or having just completed the last paragraph of
our report, flyer or brochure, resume etc - we generally leave a suitably sized space

for our signature, hit the print button and then go searching for a biro that will work or
a pen that will probably smudge, and apply our

signature therein. Aut act: Enslich (U.S
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1. Get a fresh piece of A4 and either an ink Replac:  With OPlaintext (@ Formatted text
pen, a fine felt tip pen or a medium to broad = [j) Vi
ball point pen and practice your signature — — —= =
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achieve a degree of excellence.

2. Scan the image into your favorite graphics
program and save it as a tif or bmp file into your my Pictures Folder, selecting
the highest quality setting offered by the program.

3. Return to your completed Word document and place the cursor at the point of
signature insertion.

4. Click Insert> Picture>From File and navigate to and double click on your

signature file — which will appear next to the cursor.

Using the image bounding box size the picture until it meets your satisfaction.

With the image selected, click on Tools>Auto Correct Options and note the

signature in the ‘Format’ box. Assign a shortcut in the ‘Replace’ box (in this

case | have used ‘asig’ for the signature of that great sporting personality

Arch Rival)

7. Now whenever Archie’s signature is needed all he has to do is type asig.
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How many words was that?

Have you ever wondered, “Did | write too much”? “Did | exceed the allotted number

of words for the article”? *“How many words were in that paragraph; that sentence;

that half of the page”?

Hmmm, you could increase the font size and count them with your index finger — or

you could use the word count toolbar by clicking View>Toolbars>Word Count and

then scroll and click and pick and choose until your questions are answered.

OR

You can be super cool and configure your right click context menu to tell you all:
1. Click on View>Toolbars>Customise and select the Toolbars tab.

2. Scroll to and tick the

ActiveX Control

‘Shortcut Menus’ item
(near the bottom of the list)
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7. Click *Close’ to finish.

Now, right click in your document, click on Word Count and everything will be

revealed.

Select any portion of text and right click outside the selected area to get the details for

the area selected.



