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1.
Do you want to close a document, but leave the Word program open? Don’t click the X because that closes Word as well as the document. Click File – Close or press Ctrl + F4. Then open a saved document with File – Open or create a new document with File – New.

2.
Are you tired of having to click to change the saving location from OneDrive to Computer in Windows 2013? Make Computer your default saving place. Click File – Options – Save, and, under Save Documents, put a checkmark next to “Save to Computer by default,” and click OK.
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3.
Did you ever use the Line shape command to draw a short line between two paragraphs, only to see it extend itself across the page? And then, when you tried to delete it, it wouldn’t delete? That’s because Word interpreted the line as a border. Click either above or below the line and, on the Home tab – Paragraph group, click the arrow next to Borders and select No Border to remove the line.
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4. 
Have you had trouble seeing the detail when typing in a small font or trying to decipher the detail in a graphic? Click the plus sign on the Zoom slider at the right end of the status bar until the page is enlarged to your liking. This view will save your eyes, but not affect the size of the printed document. 
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5. 
Do you need to see a larger area of the document Window, as might be the case when working with a document that contains graphics? You can collapse the ribbon. In Word 2013, click the tiny inverted v above the vertical scroll bar to hide the commands and show only the Tabs. To see the commands on a certain tab, click the tab. To return the ribbon to its full display or hide the ribbon entirely, click the Ribbon Display Options box in the top right corner and make your choice.
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6. 
Would you like Word to check not only your spelling (red underline) and grammar (green underline), but also writing style (blue underline)? In Word 2013, click File – Options – Proofing, and in the “When correcting spelling and grammar in Word” section, next to Writing Style, use the arrow to change ‘Grammar only’ to ‘Grammar & Style’. Click Settings to choose exactly what kinds of style factors you want to check. You can always ignore the suggestions, but they are explained in detail, which might make you change a few that you might have missed.
7. 
Do you use the Group command to hold multiple objects together as shown in Tips 3 and 5, where there are two shapes grouped together? The Group command is found on the Drawing Tools Format tab, which appears only when an object is selected. To group two or more objects, select one of them and hold the shift key while you select the other(s). Click the Drawing Tools Format tab and, in the Arrange group, click Group – Group. The multiple objects are now treated as one. Sometimes you might find that the grouped object suddenly moves in front of the text. Correct this by clicking the object, then the Layout Options icon, and selecting Square or Tight.
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