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Welcome to NDA’s monthly email newsletter for October 2006. This month we have more 
Microsoft Word tips for both beginners and advanced users. If you are less experienced in using 
Word and are still scrolling line by laborious line through documents then you will want to read our 
tips on scrolling; there are also four tips on creating document templates for the more experienced 
Word users. 
Kind regards 
 

Nigel Davies 
Director, NDA 

More Word tips for beginners – scrolling 
To jump to the end of a document, press the Control (Ctrl) key, hold it down and tap the End key. 
To jump to the beginning of a document, press the Control (Ctrl) key, hold it down and tap the 
Home key. 
To jump to a page in a document, press the F5 function key, type the page number you want to 
go to and press Enter. 
To scroll through a document: 

• Click the down arrow on the vertical scroll bar to scroll a line at a time 
• Click on the vertical scroll bar beneath the ‘scroll thumb’ (the grey box that moves as you 

scroll) to scroll a screen at a time 
• Drag the scroll thumb down the vertical scroll bar until you reach the position you want 
• Click the double down arrow at the bottom of the vertical scroll bar to scroll a page at a 

time – this last feature can be ‘tuned’ to jump to any one of ten different document features 
(tables, sections, comments etc) by clicking on the Select Browse Object button between 
the two double arrows at the bottom of the vertical scroll bar 

To remove white space from between pages in Print Layout View: 
• Position the insertion point between any two pages in Print Layout View (if you hold the 

mouse still for a second the ‘tooltip’ will say Hide White Space)  
• Click once to hide white space (and scroll faster) – click a second time to show white 

space 
To locate a particular part of a document: 

• Press the Control (Ctrl) key, hold it down and tap the F key (Edit, Find command) 
• Type a word or two of the text you are looking for and press Enter – Word will locate the 

text in the document 

More Word tips for advanced users – templates 
Most advanced Word users know how to create a template for any document produced regularly. 
Use the following tips to create more useful templates. 
1. Create an automatic date field in a template, so that when a document is created using the 
template today’s date is automatically inserted and does not change if the document is 
subsequently re-opened: 

• Position the insertion point where you want the date to appear 
• Choose Insert, Field 
• Choose Date and Time from the Categories box 
• Choose CreateDate from the Field names box and an appropriate date format from the 

Date formats box 
• Choose OK 

2. Create a Fill-in field to prompt the user to enter information: 
• Position the insertion point where you want the user-entered data to appear 
• Choose Insert, Field 
• Choose Mail Merge from the Categories box 
• Choose Fill-in from the Field names box 
• Type an appropriate prompt for the user in the Prompt box 
• Choose OK 

3. Insert the filename and pathname of the document in the first page footer so you can easily 
locate the saved version from a paper copy: 

• Use File, Page Setup in the usual manner to create a different first page footer 
• Position the insertion point in the footer area on the first page 
• Choose Insert, Field 
• Choose Document Information from the Categories box 
• Choose FIlename from the Field names box 
• Switch on the Add path to filename check box 
• Choose OK 
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 You might wish to format the footer at about 5 points so it is not too obvious on the printed 
document. 
4. Share templates amongst your workgroup by saving them in a shared folder on a server. Point 
each copy of Word in your workgroup to the shared folder: 

• Choose Tools, Options 
• Click on the File Locations tab 
• Choose Workgroup templates in the File types box 
• Click on the Modify button 
• Select the shared folder containing the templates 
• Choose OK twice 

The templates in the shared folder are now available to everyone in the workgroup. 

Stand by rates 
NDA is now able to release the following courses for Stand-by enrolment, most at significant 
discounts on standard rates (to obtain the discount, please mention this email when making 
bookings): 
Hobart – IT courses 
Access Advanced 28/29 September – 30% discount $322 (standard rate $460) 
MYOB Payroll 29 September – 15% discount $233.75 (standard rate $275) 
Access Programming 2/3 October – 20% discount $440 (standard rate $550) 
Notes Introductory 4 October – 10% discount $135 (standard rate $150) 
Publisher 5 October – 15% discount $195.50 (standard rate $230) 
Outlook 16 October – 10% discount $207 (standard rate $230) 
QuickBooks 16/17 October – 15% discount $467.50 (standard rate $550) 
Access Introductory / Intermediate 16/18 October (standard rate $460) 
MYOB Setup & Operation 19/20 October (standard rate $550) 
ASP.NET Web Pages and Web Services - level 2 23-25 October (standard rate $1,050) 
Powerpoint 25 October (standard rate $230) 
Hobart – Business Skills courses 
Professional Telephone Techniques 6 October – 20% discount $220 (standard rate $275) 
Business Writing Skills 17 October – (standard rate $275) 
Writing Convincing Reports 18 October – 20% discount $220 (standard rate $275) 
Training Delivery 25/30 October – (standard rate $550) 
Maintain Financial Records 30 October – 10% discount $247.50 (standard rate $275) 
Launceston – IT courses 
Designing Simple Websites 2 October – 10% discount $207 (standard rate $230) 
Excel Basics 5 October – (standard rate $230) 
Publisher 5 October – 20% discount $184 (standard rate $230) 
Project 10/13 October – 15% discount $391 (standard rate $460) 
Visio 11 October – 10% discount $247.50 (standard rate $275) 
Excel Advanced 11/13 October – (standard rate $460) 
Access Intro/Intermediate 16/18 October – (standard rate $460) 
Word Basics 17 October – 15% discount $195.50 (standard rate $230) 
MYOB Setup & Operation 19/20 October – 10% discount $495 (standard rate $550) 
Word Advanced 23/25 October – (standard rate $460) 
Powerpoint 26 October – 20% discount $184 (standard rate $230) 
FrontPage Introductory / Intermediate 31 Oct / 1 Nov – 10% discount $495 (standard rate $550) 
Launceston – Business Skills courses 
Time Management 4 October – 20% discount $220 (standard rate $275) 
Professional Telephone Techniques 6 October – 10% discount $247.50 (standard rate $275) 
Writing Convincing Reports 18 October – 15% discount $233.75 (standard rate $275) 
Conflict Resolution & Assertiveness 25 October – (standard rate $275) 
Maintain Financial Records 30 October – 20% discount $220 (standard rate $275) 
North West – IT courses 
Powerpoint 3 October – (standard rate $207) 
Excel Basics 5 October – 15% discount $195.50 (standard rate $230) 
Excel Advanced 11/13 October – 10% discount $414 (standard rate $460) 
Outlook 16 October – 15% discount $195.50 (standard rate $230) 
Word Introductory 17/19 October – 10% discount $414 (standard rate $460) 
Call NDA on 1300 13 1983 for more information or make a booking here. Existing bookings may 
not be amended but where at least one person is already enrolled at full price, additional people 
from the organisation may be enrolled for 50% of the standard course fee. These discounts may 
not be used in conjunction with any other offer. 

Our privacy policy 
NDA’s privacy statement is published in full at http://www.nda.com.au/Privacy.htm. If you do not 
wish to receive the NDA newsletter, please click here.  

Contact details 
HOBART 
Level 3, Trafalgar Centre, 
110 Collins St 
Hobart   TAS   7000 
Phone: (03) 6224 2660 
Email: Hobart@nda.com.au 

LAUNCESTON 
Level 1,  
65 St John Street 
Launceston   TAS   7250 
Phone: (03) 6334 4910 
Email: Launceston@nda.com.au 

DEVONPORT 
The Roberts Building, 
23 Stewart St 
Devonport   TAS   7310 
Phone: (03) 6423 4547 
Email: Devonport@nda.com.au 
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