Cool Word tricks for APA style: Time & effort saving actions 
(there are other ways to do most of these)


Copying & pasting (review)

Highlight term or phrase, right click (copy)

Position cursor, right click (paste)

Display all formatting marks. Helps identify where and why a paper is printing out weirdly.
Formatting marks are hidden commands within a document directing the layout of the text.

Common ones are: spaces, paragraph, line break, spaces, non-breaking hyphen, non-breaking space.
Click Show/Hide [image: image1.png]


on the Standard toolbar
(can also show or hide formatting marks by clicking Tools > Options > View > Formating Marks)
Rulers

Rulers can be displayed across the top or down the left side of a document in Print & Web Layout. Very handy for judging cover pages & pages with graphics
Set the location of the vertical ruler
Tools > Options > View (tab) > Print and Web Layout options > Vertical ruler (Print view only) check box, Right ruler (Print view only) check box. 
AND 
To view the horizontal ruler, you must be in print layout view, normal view, or Web layout view. If you cannot see the horizontal ruler in one of these views, click Ruler on the View menu.

http://office.microsoft.com/en-us/assistance/HA011226861033.aspx
Setting Margins (entire paper)
File > page setup > Margins (tab)

Different first page 
File > Page Setup > Layout (tab) > different first page

Headers and Footers (document)
The one of the two things to use for running heads
View > Header and Footer > 
Also Set margins & Tabs within Headers and Footers
Set automatic pages with # icon.
Changing Case

Format > Change Case… > select Sentence case, lowercase, UPPERCASE, Title Case, tOGGLE cASE

Right tabs
The one of the two things to use for running heads
Format > Tabs > Alignment (right)
Enter 6.5” (after setting document margins)
Click OK

Insert page breaks
Formal command for subsequent printing to begin on the next page… changing from cover page to body of paper, changing from body of paper to References…
Insert > Break > Break Types: Page Break

Formatting paragraphs

How to create hanging indents. The thing for APA References

Format > Paragraph > Special > Hanging (.5”)

Inserting/removing HTML tags. Ever type in a web address and it go all underlined and blue on you. How to make it happen when you want & remove it when you don’t
To Add: Highlight phrase > Insert > Hyperlink (address & test to display may be different)
To Removal options:
place cursor at of phrase end, backspace
Highlight phrase > Insert > Hyperlink > Remove
Sneakiness (leaving the HTML there but disguised)
Highlight phrase > Format > font > underline style (none) & font color (black)

Sorting: When you just need things alphabetized (that reference list again…)
Highlight content to sort > Table > Sort
Widow/Orphan Control
Making sure that one line of the paragraph either begin at the bottom of the page or end on the next page. Keeps at least 2 lines together on each page.

Paper formatting: Investigate Styles feature for headers within paper.
http://office.microsoft.com/training/training.aspx?AssetID=RC011039261033
http://owl.english.purdue.edu/handouts/research/r_apa.html
http://www.dianahacker.com/pdfs/Hacker-Shaw-APA.pdf
http://www.apastyle.org/elecref.html
