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WHAT’s New? l
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Whenever you're revising or reading a long document, you
usually end up in scrolling the mouse up or down, over and
over again.

Perhaps, you are already familiar with some keys like

[Home] or [End], but there are more shortcuts that may also
suite your needs.

Read below to know more... /
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Quickly Move from Place to Place in Your Document (MS Word 2003/2007)

You may find the following shortcuts handy when you are dealing with a long document:

# Press F5 or [Ctrl][G] - To quickly move to the top of a specific page.

This will open the Go To tab in the Find and Replace dialog box, where you can specify the page where you want to go.
You may also go to a particular section, bookmark, table or other objects in your document using this dialog box.

T
Frd | Reglace | GoTo

Go to what: Enter page number:

S . | |

Secbon ~-

Line 1 Enter 4 and - to move relative to the current location. Example: +4wdll
Bookmark move forward four items.

Comment

Footnote ¥,

_Prnmglﬂtx; Close

4+ [Ctrl] [Up Arrow] or [Ctrl] [Up Arrow] - To move to the previous or succeeding paragraphs in the document.
4 [Ctrl] [Home] or [Ctrl] [End] - Takes you directly to the beginning or to the end of the document.
4 [Ctrl] [Page Up] or [Ctrl] [Page Down] - Takes you to the beginning of the following page or previous page.

4+ [Shift][F5] or [Alt][Ctrl][Z] - If you edit one part of your document, and then move to another part of the document to continue

editing, you can easily return to the previous place you were editing by using this shortcut. It takes you to the last place you typed
the text, not necessarily the last place you clicked the mouse.

Example:
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You have edited Page 1 of your document then moved to Page 2 to edit another part.
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other document buliding blocks. When you create pictures, charts, or diagrams, they also coordinate
with your current document look.

You can easily change the formatting of selected text in the d: text by ch ga look for the
selected text from the Quick Styles gallery on the Home tab. You can also format text directly by using
the other controls on the Home tab. Most controls offer a choice of using the look from the current
theme or using a format that you specify directly,

To change the overall look of your document, choose new Theme elements on the Page Layout tab, To
change the looks available in the Quick Style galiery, use the Change Current Quick Style Set command,
Both the Themes gallery and the Quick Styles gallery provide reset commands so that you can always
restore the look of your document to the original contained in your current lemplne.m‘tonwl

Onthe Insert tab, the galleries include items that are designed to coordinate with the overal look of
your document. You can use these galieries to insert tables, headers, footers, lists, cover pages, and
other document bullding blocks. When you create pictures, charts, or diagrams, they also coordinate
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waiith your current document look.

You can easily change the formatting of selected text in the document text by choosing a look for the
selected text from the Quick Styles gallery on the Home tab, You can also format text directly by using
the other controls on the Home tab, Most controls offer a cholce of using the look from the current
theme orusing a format that you specify directly.

Tochange the overalllook of your document, choose new Theme elements onthe Page Layout tab. To
change the looks avaliable in the Quick Style gallery, use the Change Current Quick Style Set command,
Boththe Themes gallery and the Quick Styles gallery provide reset commands 50 that you can always
restore the ook of your document to the original contained in your current template.

Onthe Inserttab, the galieries include items that are designed to coordinate with the overall look of
your document, You can use these galleries to insert tables, headers, footers, lists, cover pages, and
other document buiding blocks. When you create pictures, charts, or diagrams, they also coordinate
with your cutrént document look. SAMPLE ONLY|

You can easdly change the formatting of selected textinthe d text by choosing a look for the
selected text from the Quick Styles gallery on the Home tab. You can also format text directly by using
the other controls on the Home tab. Most controls offera cholce of using the look from the current
theme orusing a format that you specfy directly,

Tochange the overallook of your document, choose new Theme elements on the Page Layout tab. To
change the looks available in the Quick Style gallery, use the Change Current Quick Style Set command.,
Boththe Themes gallery and the Quick Styles gallery provide reset commands 50 that you can always
restore the look of your document to the original contained in your current template,
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To easily return to the previous place you were editing (Page 1), press [Shift][F5] or [Alt][Ctrl][Z}:
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restore the look of your d tothe orginal d .wmnum.@

Onthe Insen tab, the galieries ndude Rems that are designed 1o coordinate with the overall look of
your document. You can use these galleries to insert tables, headers, footers, lists, cover pages, and
otherdocument bullding blocks. When you create pictures, charts, or diagr they ako d
with your current document look.

You can easlly change the formatting of selected text in the o text by choosing a look for the
selected text from the Guick Styles gallery on the Home tab. You can also format text directly by using
the other controls on the Home tab. Most controls offer a choke of using the look from the current
theme orusing a format that you specify directly,

Tochange the overalliook of your document, choose new Theme elements on the Page Liyout tad, To
change the locks available in the Quick Style 1y, use the Change Current Quick Style Set command.
Both the Themes galiery and the Quick Styles ry provide reset commands so that you can always
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