The Ten  Commandments of Word
Thou Shalt Not Use Spaces Unnecessarily

Generally speaking, you should never find more than one space anywhere in a Word document.  Whenever you have more than one space in a row in your document, you should probably be using the Tab key instead.  Use Spacebar to separate words and to end a sentence.  If you align lists of information, use the Tab key.  If you want to organize information into rows and columns, use Table command.

Thou Shalt Not Press Enter at the End of Each Line

Word automatically wraps your text down to the next line as you approach the right margin.  You have no need to press Enter, except when you want to start a new paragraph. (Of course, if your paragraph is only a line long, that’s OK).
Thou Shalt Not Neglect Thy Keyboard

Word is Windows, and Windows is mousy.  You can get lots done with the mouse, but some things are faster with the keyboard.  For example, when I’m working on several documents at one, I switch between them with Alt+Tab.  And stabbing Ctrl+S key combo to quickly save a document or Ctrl+P to print works better than fumbling for the mouse.  You don’t have to learn all the keyboard commands, but knowing those few outlined in this book helps.
Thou Shalt Not Reset or Turn Off Thy PC until Thou Quittest Word and Windows

Always exit properly from Word and especially from Windows.  Shut off or reset your computer only when you see the “It’s now okey-dokey to turn off this PC” type of onscreen prompt – never when you’re running Word or have Windows active.  Believeth me, if you do, ye are asking for mucho trouble, yea, verily, woe.

Thou Shalt Not Manually Number Thy Pages

Word has automatic page-numbering command. 

Thou Shalt Not Use the Enter Key to Start a New Page

Sure, it works: Brazenly press the Enter key a couple of dozen times, and you’re on a new page.  But that’s not the proper way, and you mess up your new page if you go back and re-edit text.  Besides, pressing Ctrl+Enter is quicker.  Doing so inserts a hard page break into your document.

Thou Shalt Not Quit Without Saving First
Save your document to disk before you quit.  Shift + F12 is the key combo to remember.  Or, Ctrl+S is the one you don’t even have to remember because it’s so sensible.  If only all of life – no, forget life – if only all of Word were so sensible

Thou Shalt Not Click OK Too Quickly

Word has many Yes/No/OK-type questions.  If you click OK without thinking about it (or press Enter accidentally), you can delete text, delete files, or perform a bad replace operation without meaning to.  Always read you screen before you click OK.

Some dialog boxes have a Close button rather than an OK button.  These buttons are typically used when you make some choice or reset some option and you don’t want to continue with the command.  For example, you can change printers in the Print dialog box and then click the Close button to continue without printing.

And don’t forget your handy undo key, Ctrl+Z

Thou Shalt Not Forget to Turn On Thy Printer

The biggest printing problem anyone has is telling Word to print something when the printer isn’t on.  Verify that your printer is one, healthy, and ready to print before you tell Word to print something.
Never (or at least try not to) keep using the Print command over and over when a document doesn’t print.  Word tries to print once every time you use the Print command.  Somewhere and sometime, those documents will print, unless you do something about it.

Thou Shalt Remember to Save Thy Work

Save! Save! Save! Always save your stuff.  Whenever you mind wanders, have your fingers wander to the Ctrl+S shortcut.  Honour thy documents.  Savest thy work.
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