
MICROSOFT WORD SKILLS
1. Short Cuts (cntl+shift+<, >, +, -, sub/superscript, 

cntl+1, 2, i, u, b)  cmd on Mac. 
2. Select columns of characters (inset cursor, 

pressure alt, scroll to end of select), shift-select 
3. Copy and paste formatting 
4. Define and apply styles (Normal, Header levels, 

figure caption, reference, etc) 
5. Page and section breaks, page numbering for 

sections× 
6. See section titles in View/Navigation Pane 
7. Print layout/Draft/Outline views 
8. Reveal formatting symbols/marks 
9. Search and Replace. Special characters for search 

and replace (^p for paragraph break, ^t for tab, 
^c for clip board content, etc.) 

10. Insert symbols/special character, create your 
own short cut for often used symbols 
(Insert/Advanced Symbol/Keyboard Shortcut 
after choosing Font) 

11. Placement of figures, text box, text wrapping 
around figures/text boxes, figure cropping 

12. Multiple columns/separated by section breaks 
13. Tabs, Table, calculation of table cells 
14. Split view 
15. Header and Footer 

16. Numbered Footnote 
17. Automatic hyphenation, optional hyphen (Cntl+-) 
18. Automatic generation of table of content 
19. Insert automatically numbered figure or table 

captions and cross reference them 
20. Generate figure or table list.  
21. Automatic equation numbering and reference 
22. Indexing of words/phrases (References/Mark 

Entry and Insert Index) 
23. Track changes  
24. Compare and merge different versions 
25. Password protect Word document 
26. Reveal field codes (of e.g., Zotero and Endnote) 
27. Writing equations 
28. Keep lines together/keep with next 
29. First line indentation/hanging 
30. Insert Powerpoint slide and Excell Spread Sheet 

as object (Insert Object) 
31. Insert media (e.g., movie) 
32. Template – Styles defined are carried with 

template 
33. Line numbering  
34. Insert Endnote citations 



 
Word Hot keys/Short Cuts 

 

 



From Microsoft Word in 30 Minutes 

 









OUTLINE OF A 3-PART ONLINE COURSE ON WORD  

1 - GETTING STARTED WITH WORD 
•  Topic A: Navigate in Microsoft Word 
•  Topic B: Create and Save Word Documents 
•  Topic C: Manage Your Workspace 
•  Topic D: Edit Documents 
•  Topic E: Preview and Print Documents 
•  Topic F: Customize the Word Environment 

2 - FORMATTING TEXT AND 
PARAGRAPHS 
•  Topic A: Apply Character Formatting 
•  Topic B: Control Paragraph Layout 
•  Topic C: Align Text Using Tabs 
•  Topic D: Display Text in Bulleted or Numbered Lists 
•  Topic E: Apply Borders and Shading 

3 - WORKING MORE EFFICIENTLY 
•  Topic A: Make Repetitive Edits 
•  Topic B: Apply Repetitive Formatting 
•  Topic C: Use Styles to Streamline Repetitive 
Formatting Tasks 

4 - MANAGING LISTS 
•  Topic A: Sort a List 
•  Topic B: Format a List 

5 - ADDING TABLES 

•  Topic A: Insert a Table 
•  Topic B: Modify a Table 
•  Topic C: Format a Table 
•  Topic D: Convert Text to a Table 

6 - INSERTING GRAPHIC OBJECTS 
•  Topic A: Insert Symbols and Special Characters 
•  Topic B: Add Images to a Document 

7 - CONTROLLING PAGE APPEARANCE 
•  Topic A: Apply a Page Border and Color 
•  Topic B: Add Headers and Footers 
•  Topic C: Control Page Layout 
•  Topic D: Add a Watermark 

8 - PREPARING TO PUBLISH A 
DOCUMENT 
•  Topic A: Check Spelling, Grammar, and Readability 
•  Topic B: Use Research Tools 
•  Topic C: Check Accessibility 
•  Topic D: Save a Document to Other Formats 
 



1 - ORGANIZING CONTENT USING 
TABLES AND CHARTS 
•  Topic A: Sort Table Data 
•  Topic B: Control Cell Layout 
•  Topic C: Perform Calculations in a Table 
•  Topic D: Create a Chart 
•  Topic E: Add an Excel Table to a Word Document 
(Optional) 

2 - CUSTOMIZING FORMATS USING 
STYLES AND THEMES 
•  Topic A: Create and Modify Text Styles 
•  Topic B: Create Custom List or Table Styles 
•  Topic C: Apply Document Themes 

3 - INSERTING CONTENT USING QUICK 
PARTS 
•  Topic A: Insert Building Blocks 
•  Topic B: Create and Modify Building Blocks 
•  Topic C: Insert Fields Using Quick Parts 

4 - USING TEMPLATES TO AUTOMATE 
DOCUMENT FORMATTING 
•  Topic A: Create a Document Using a Template 
•  Topic B: Create a Template 
•  Topic C: Manage Templates with the Template 
Organizer 

5 - CONTROLLING THE FLOW OF A 
DOCUMENT 
•  Topic A: Control Paragraph Flow 
•  Topic B: Insert Section Breaks 
•  Topic C: Insert Columns 
•  Topic D: Link Text Boxes to Control Text Flow 

6 - SIMPLIFYING AND MANAGING 
LONG DOCUMENTS 
•  Topic A: Insert Blank and Cover Pages 
•  Topic B: Insert an Index 
•  Topic C: Insert a Table of Contents 
•  Topic D: Insert an Ancillary Table 
•  Topic E: Manage Outlines 
•  Topic F: Create a Master Document 

7 - USING MAIL MERGE TO CREATE 
LETTERS, ENVELOPES, AND LABELS 
•  Topic A: The Mail Merge Feature 
•  Topic B: Merge Envelopes and Labels 
 
 



1 - MANIPULATING IMAGES 
•  Topic A: Integrate Pictures and Text 
•  Topic B: Adjust Image Appearance 
•  Topic C: Insert Other Media Elements 

2 - USING CUSTOM GRAPHIC 
ELEMENTS 
•  Topic A: Create Text Boxes and Pull Quotes 
•  Topic B: Add WordArt and Other Text Effects 
•  Topic C: Draw Shapes 
•  Topic D: Create Complex Illustrations with SmartArt 

3 - COLLABORATING ON DOCUMENTS 
•  Topic A: Prepare a Document for Collaboration 
•  Topic B: Mark Up a Document 
•  Topic C: Review Markups 
•  Topic D: Merge Changes from Other Documents 

4 - ADDING DOCUMENT REFERENCES & 
LINKS 
•  Topic A: Add Captions 
•  Topic B: Add Cross-References 
•  Topic C: Add Bookmarks 
•  Topic D: Add Hyperlinks 
•  Topic E: Insert Footnotes and Endnotes 
•  Topic F: Add Citations and a Bibliography 

5 - SECURING A DOCUMENT   

•  Topic A: Suppress Information 
•  Topic B: Set Formatting and Editing Restrictions 
•  Topic C: Restrict Document Access 
•  Topic D: Add a Digital Signature to a Document 

6 - USING FORMS TO MANAGE 
CONTENT 
•  Topic A: Create Forms 
•  Topic B: Modify Forms 

7 - AUTOMATING REPETITIVE TASKS 
WITH MACROS 
•  Topic A: Automate Tasks by Using Macros 
•  Topic B: Create a Macro 



Writing Greek symbols (this did not work for me – because of Mathtype interference?) 

   1.   Change the selection to the Symbol font with Ctrl+Shift+Q (Cmd+Shift+Q on Mac). 

   2.   Use symbols like normal font (E.g. in Symbol font keyboard button "a" equals Greek letter "α", 
keyboard button "b" equals Greece letter "β", "c" -> "γ", "d" -> "δ", "e" -> "ε", ..., "l" -> "λ", "m" -> "μ", ..., 
"w" -> "ω" etc.) 

Note: This method works for inserting only one letter. Thus, if you want to insert several symbols, you 
need to repeat these steps for each insertion. 

After entering one letter using the Symbol font, the next character is entered using the previous font. 

If you click Ctrl+Shift+Q twice, Word does not switch to the previous font, and the Symbol font doesn't 
stop to work after the first entered symbol. Thus, you will need to change the current font and style 
later



Demonstration of formatting a manuscript in Word 

Assignment: Format a draft manuscript into required AMS Manuscript format, including importing 
cited references into Zotero or Endnote library and cite them and generate reference list in the paper 
using the software.  Submit the formatted Word manuscript on Canvas.  See Canvas for actual 
assignment.  



Endnote exercises: 

1. Download references from AMS journal site and import into Endnote. 
Or use Zotero browser plugin, then export/import 
Edit individual entries 

2. Edit style 
3. Edit terms for journal names for automatic name substitution  
4. Insert, edit, format citations/references 
5. Etc. 

Endnote features not available in Zotero and differences from Zotero (as I know) 

6. Open and work with multiple libraries  
7. Select multiple references in the library and insert together 
8. Editing unformatted version of citations 
9. Automatic replacement of ‘terms’ such as journal names/abbreviations  
10. Option to place names outside (year) at time of insertion or when editing citation 
11. Export traveling library  
12. Endnote doesn’t support Google Doc as I know 
13. Endnote doesn’t have the convenient browser plugin as Zotero. Needs to download and import. 
14. Endnote uses record number of referencing record in the library – making library sharing 

inconvenient  
15. Endnote has iPad and iPhone versions and also has online version for collaboration, but speed 

appears slow with large libraries.  


