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1. Most of us use the Print Layout view when composing multi-page documents in Word because it lets us see all four edges of the virtual piece of paper. But every now and then, the top and bottom edges lose their space and look glued together. Although this view won’t affect the printed copy, you can return the space between the pages simply by double clicking the line between any two of them. 
2. Everyone knows that holding down the Shift key while pressing a letter on the keyboard will make it upper case. But the Shift key has other important functions. To select (highlight) a large group of contiguous text, click at the beginning of the group, hold down Shift, and click at the end of the group. This same process works for selecting a long list of items, like emails or photo thumbnails. Do you have noncontiguous items to select? Press the Control (Ctrl) key instead and click the desired items in the group.
3. A few other popular keystroke combos can save a lot of time and aggravation. Hold down the Control key (bottom left on the keyboard) while you press the A key (Ctrl+A) to select the whole document. Use (Ctrl+Z) when you need to undo your last change. In Windows 8.1 and 10, the Windows key between the Function (Fn) and Alternate (Alt) keys will open the Start screen or menu. (Ctrl+P) is handy when you need to print from a place like the Internet, and no Print button is visible.
4. Arrow keys can be helpful, too. They provide the best way to move around in a document without changing anything.  Let’s say you want to add a word which begins at the left margin of a document. It can be difficult to click between the margin and the word. You can click a short distance inside the margin and press the left arrow on the keyboard to move the insertion point back to the margin without disturbing the text. In PowerPoint, if you have trouble dragging an object on a slide, try holding down the Ctrl key while pressing one or more of the arrow keys a few times to nudge the object slowly to the exact spot you want it.
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5. New tricks with Tables: In Word 2013 and 2016, if you have added a table to a document and want to add a column between existing columns, position your mouse pointer over the line between the columns until it becomes two lines with a bulb on top. Click and a column will appear in that spot. Do the same for adding rows. Or, if you need more rows at the bottom of a table, click in the bottom right cell and press the Tab key to get another row. 
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6. Windows has added a tool “ribbon” across the top of most Windows application windows now. Convenient as it is, some people complain that if covers too much of the work space. Fortunately, Office 2013 and 2016 make it easy to hide the ribbon. To hide the ribbon but leave the tabs visible, click the tiny caret in the top right corner of the screen directly above the scroll bar.  This works with any tab selected. 
[image: image4.png]


If you change your mind, click the Ribbon Display options box near the right end of the title bar which has an upward-pointing arrow inside. Here you can choose to Auto-hide the ribbon, show just the Tabs above the ribbon, or show both Tabs and Commands.
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7.  One of the new and overdue tools in Word 2013 and 2016 is the Clear All Formatting tool located in the top right corner of the Home Tab – Font group.  It lets you remove the bold, italics, glow, shadow, and all the other effects that you can apply to text. Select the portion of the document where you want to remove the formatting or press Ctrl+A to select a whole document, then click the icon to return the text to the default font and font size with no special formatting. I use it when I’m combining multiple documents into one or when a word gets stuck with certain formatting and needs to be unformatted.  
Snipping Tool Update: For Windows 10 users, here is an addendum to my article in December about the Snipping Tool. I mentioned that it had been upgraded in Windows 10. Here is how: If you want to capture a screen shot of a menu or other temporarily visible item, you can save time by using the new Delay feature. Open the Snipping tool, then click Delay and choose a number of seconds from 1 – 5. Then click New, which makes the Snipping tool disappear. Open the menu or item you want to snip. When the time is up, the Snipping tool reappears so you can complete the snip. 
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