Some Hints and Useful Tips

Format Painter – A very useful tool
Example of using Format Painter
In various programs you may have seen the button format painter with its paintbrush icon, below is the Microsoft guidance on this, this is a feature I use absolutely every single day and can be a great time saver.
To save me explaining it, I have copied this from the internet, but I would have described it this way as well, this works in Serif programs and many more, I always look out for it.
Copying Formatting in Word using the Format Painter 
One of my favourite tools is the Format Painter in Microsoft Word and many other programs. Although this feature is fairly well known, it deserves mentioning again due to just how much time you can save with it.
[bookmark: more]Basically, you use the tool to copy all of the formatting from one selection of text to another. This is usually much faster than going through several menus to apply different formatting options to a section of text. Even when it isn't that much faster, it's nice to let Microsoft Word do the hard work for you.
How to use the Format Painter in Word:
Select the text with the format you wish to copy. Next, either click or double click the Format Painter:
[image: http://www.soliddocuments.com/images/blog_copying_formatting_in_word_using_1.png]
(in Word 2003)
[image: http://www.soliddocuments.com/images/blog_copying_formatting_in_word_using_2.png]
(in Word 2007)
If you single click the Format Painter icon, you can click and drag over a selection of text once to copy the formatting. Your cursor will change back to normal and you can continue working.
If you double-click the Format Painter icon, you'll be able to do copy the formatting to as many selections of text as you like. To stop using the Format Painter after double-clicking it, just click the icon again (or press escape).
If you're using Word 2007 and find yourself using this feature frequently, right click Format Painter icon and select "Add to Quick Access Toolbar". Now it will be available regardless of what part of the ribbon that you're in
[image: http://www.soliddocuments.com/images/blog_copying_formatting_in_word_using_3.png]

Finally, this feature is also available in Microsoft Excel and PowerPoint, so feel free to give it a shot in those programs as well. 
Example of how to use and for you to try
As you can see the word ‘Change’ below is in Comic sans font and has several things done to it, such as colour change, underlined, italic, highlighted, and size 20 pt it also has paragraph settings of 12pt above and below set and it is centred, so it has at least 7 actions taken on it.  To change the middle (2. Change-me-to-the-same-as-the-above) to match Change therefore would take 7 steps and could be quite tedious if you have got to do this over many different locations.
Format Painter does this very easily for you.  Simply:
· Place your cursor in the word which formatting you want to copy
· Next click on Format Painter Icon, you will see your cursor changes to a paint brush
· Next hold down the left mouse button and move it over the word or words you want to change the formatting to, in this case (2. Change-me-to-the-same-as-the-above)
· As soon as you release the left mouse button the selected text will change
· You have to repeat this procedure each time you want to change to the new formatting
· Give it a try!!
· It also works in tables and excel where you can change whole columns or rows or even the whole table

Change
1.Change-me-to-the-same-as-the-above
2. Change-me-to-the-same-as-the-above
3. Change-me-to-the-same-as-the-above

If you find this useful please pass on to your friends
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