Word Tip – Format painting

I just discovered a quick tip. If you are typing a document that contains a number of headings that are formatted differently than the main body, you may already follow my advice to type everything first and format afterward. You may already know how to use the format painter to copy formatting. This is done by formatting one item, highlighting the item, double clicking the Format Painter icon and then dragging the mouse over any other items to copy the formatting. I’ve been using this sporadically for years. I just realized an easier way by combining other tips.

Instead of dragging the mouse over the initial item or over the items to modify, double click the words.

Here is an example to try: See if you can take the first example and make it look like the second example.

Example 1 (Taken from a newsletter article I’m writing)

Problem: Lost files

Cause: Usually not understanding file management. Do you know how files are named? Do you know where they are located? Do you know what a PATH is?

Solution: Read next month’s column.

Problem: Hoaxes

Cause: e-mail forwarding

Solution: Check http://www.vmyths.com before forwarding a warning.

Problem: Receiving garbage mail. Not spam, mail from friends that contains 2000 addresses & full of arrows.

Cause: Lazy friends

Solution: Educate your friends after you do yourself.

Example 2 The Final Look

Problem: Lost files

Cause: Usually not understanding file management. Do you know how files are named? Do you know where they are located? Do you know what a PATH is?

Solution: Read next month’s column.

Problem: Hoaxes

Cause: e-mail forwarding

Solution: Check http://www.vmyths.com before forwarding a warning.

Problem: Receiving garbage mail. Not spam, mail from friends that contains 2000 addresses & full of arrows.

Cause: Lazy friends

Solution: Educate your friends after you do yourself.

To do this, double click the first word “Problem”. Set the Bold command, the Italic command and the Underline command. Then double click the Format Painter Icon. Then double click the remaining words to be bolded. When done, click the Format Painter once to turn it off. The more complicated the formatting, the more useful this becomes. If the item to be formatted is on a separate line, you can also use the left margin arrow to select.

