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by Using Shortcuts and Autocorrect

I ntroduction

This Ebook is designed to be both a basic training manual and a quick reference
guide. It deals with the how and why of using shortcuts as well as what they are.
This is not however an exhaustive list and describes only those that are likely to be
most helpful and most often used. (You can find more by looking up “shortcuts’ in
Word's own function.) The point is not to tell you everything there is to know
about Word or its functions, just how to use the basic features more effectively in a
way that only takes a few minutes to learn and just seconds to remind yourself of. It
also explains how spending a few minutes setting up some autocorrects can save you
hours of valuable time over the course of a year.

Why Use Shortcuts?

Simply put, to increase productivity — whether you are using Word at home or in the
office you can make the most of your time by working smarter.

How Do They Work?

Most optionsin Word are accessible by more than one means. Often, the way you get
taught to do something is actually the slowest available method. For instance, many
people are taught to cut and paste by selecting the text or object they want to copy,

going to the menu, clicking on , clicking on the point they want to copy to,
then going back into the menu, then clicking on . Sounds a bit long-
winded, doesn’'t it? That's because it is. Instead of using the menu you could

just right-click and select cut / paste from the menu that presentsitself. Even quicker
that that is using the keyboard shortcut — Ctrl+X for cut, Ctrl+V for paste. In most
versions of Word you can actually bypass all of that; just select the text you want to
move, press and hold down the left mouse button while the mouse cursor is positioned
amidst the text you've selected, and drag it (still holding down the left mouse button)
to the desired position, releasing the left mouse button when this is accomplished.



Example of the menu that pops up when you click the right mouse button.

Note the different options
available when you right-
click while working on a

table

Some options are
available all the
time.

Some are only
available in recent
versions of Word.




General Shortcuts

Clicking the right mouse button brings up a small menu. , , and

are always visible, asare , , and

Other useful options may be available depending on what you' re doing (such as
when you're editing a ).

, make sure
) visible instead of having to

If there’s something you regularly use, for instance
you have the relevant toolbar (in this case

select it through the
Keyboard Shortcuts

menu.

(The easiest way to use these is to hold down the Ctrl (Control) key with your little
finger while using the ring / index / forefinger to hit the other key. (Thisisn’'t
particularly difficult even with combinations like Ctrl+1!) An extra advantage of this
method is that, while editing, you can retain control of the mouse while accessing

Key Combination Effect
Text Ctrl+B Bold
Formattin Ctrl+l Italics
9 Ctrl+U Underline
Ctrl+X Cut
Editing Ctrl+C Copy
Ctrl+V Paste
Ctrl+Enter Insert page break
Ctrl+Z Undo
Ctrl+Y Redo / Repeat
Font Ctrl+Shift+< Decrease font size
Ctrl+Shift+> Increase font size
F1 Display Help
Function / Office Assistant
Keys F3 Insert Autotext
F5 Access GoTo comand
F7 Start Spellcheck
Fil Ctrl+N New document
|v|| € Ctrl+O Open file
anagement Ctrl+S Savefile
Ctrl+P Print




Menu Shortcuts

In amenu, or adialogue box, you will see on each option that a letter is underlined.
This means that simply pressing that letter (while in the menu or when the dialogue

box is on the screen) will select the appropriate action.

and arethe
relevant keys in almost
all dialogue boxes.

Note the underlined letters for each menu item. Pressing
these while in the menu will select the option. Pressing

will get you into the menu without using the mouse.
You can also use the arrow keys to navigate the menus,

to go forward or backwards
through menu options, to select the currently

highlighted option, and to leave the menu at any
time. Thisis most useful for regularly-used functions — it
saves no time if you take longer looking for the right key
to press than it would take you to click the mouse on it!




The Real Beauty of These Shortcuts

Not only can you perform tasks in less time than you used to in Word, but once you
know them, you can use them in any of the Office Suite of software. The basic
interface for Word, Excel, Outlook, PowerPoint, Access, etc is practically identical.
Many programs by other software developers are very similar so you will save time
on them aswell. In fact, once you understand the basic principles of using shortcuts,
you'll be able to make better use of virtually every software package available,
regardless of its type or what operating system it runs on.

Using Autocorrects

Another way to save timeis by using autocorrects. The defaults are commonly used
to correct spelling mistakes in words such. For instance, if you type in absense and
press the space bar, it will automatically be corrected to absence. Thisis obviously
useful but there is another way to use autocorrect that can save you time.

Asan example, if you work asaMedical Secretary you are likely to use certain stock
words and phrases over and over again. In the example screenshot on the following
page, consis being set up to be autocorrected to Consultant. Autocorrects don’t have
to be only one word, either; there may be “ Standard Texts” that are used for many
patients. These sentences can include special formatting such as bullet points if you
wish. So stxt1 could become:

Please perform investigations to consider secondary causes of osteoporosis.

Much quicker than typing it out each time!

How To Set Up An Autocorrect

There are two methods of setting up an autocorrect.

Go to the menu and select ( in
later versions of Word). In the box, type in what you want the
abbreviation to be. Then click on the box (or press ) and type in what you

want it to become.

Select the text you want from a document by highlighting it. Go to , then
. All you need to do is tell Word what you want as the abbreviation.

Words of Caution

Some caution is needed when setting up autocorrects. The first is to thoroughly make
sure that the full text you’'ve used for future autocorrects is absolutely free from error
— otherwise that error will appear each time you useit. (You can edit it easily enough
but it's best to get it right first time!) The second is to never use actual words as
abbreviations, and don’t use two-letter acronyms (the same two-letter combination



may be used in a postcode you're typing). If you by some strange quirk of fate mange
to get an autocorrect when you don't want to even when you avoid those two

mistakes, smply press (Ctrl+Z) and it will revert to the “uncorrected” text.

Just fill  in the
and

fields, click , and
you have your
autocorrect. Every
time you type the
abbreviation the whole
text will appear. (If
you click on an
existing  autocorrect
and change either

N\

field, the button >
will change to
Also the
button will

become active.
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