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8 Microsoft Office Features That Will Help You Cut
Hours of Work

Microsoft Office has been around for along time, so you'd think there wouldn't be any surprises left. But these
features are like secret doors that can cut hours of work with just afew clicks.

Microsoft Office has been around for along time, so you'd think there wouldn't be any surprises anymore. But
these features are like secret doors that shave hours off your work with just afew clicks. They make work so
much easier that it aimost feels like cheating.

8. Pop Out Table (Word, Excel, Power Point)

When you're working with long documents or large data sets, a clear view of your document is always helpful.
Some of the tools in Microsoft Office work like Word's Editor or Clipboard panels, as they can all be moved
around and positioned anywhere on the screen.

How to use the Pop-Out panel

Any menu item with a M ove option can be detached and placed anywhere on the Office screen. Along with
better viewing, this frees up screen space. Y ou can aso resize some tables by dragging the borders.

File Home Insert Draw Design Layout References Mailings Review View Add-ins Help O comments | | ¢ Editing ~
P : == s
Aptos «m v |25 3= (w[w] . Fill and Sign
0 . AL 8 B A0
BT U-@ % ¥ A A i o | ksen i
Paste Styles tditing Dictate Add-ins Editor Copilot
| BB B Ka | B sl - .
Chighoard 15 Font [ Pacagraph B Sy B Voike | AddHns w

Time management is the process of organizing and planning how to divide your time between specific activities to maximize efficiency and productivity. It
involves setting goals, prioritizing tasks, and allocating time effectively to ensure that important tasks are completed within deadlines. By managing your
time well, you can reduce stress, increase productivity, and achieve a better work-lite balance.

(F) Here are some tips for effective time managemant:
1. SetClear Goals: Define what you want to achieve in a specific period. Clear goals help you stay focused and motivated.
2. Prioritize Tasks: Identify the most important tasks and tackle them first. Use methods like the Eisenhower Matrix to categorize tasks based on
urgency and importance.
3. Create a Schedule: Plan your day or week in advance. Allocate specific time slots for gifferent activities and stick to your schedule as much as
possible.

4. Avoid Multitasking: Focus on one task at a time, Multitasking can reduce productivity and increase errors,
. Take Breaks: Regular breaks can help you stay refreshed and maintain high levels of productivity. Use technigues ik — Copilot R X

@

manage work and break intervals Move

6. Eliminate Distractions: Identity and minimize distractions in your environment. This could include turning off notificg Hellc
creating a dedicated workspace. Here; *¢ Close

7. UseTools and Apps: Utilize time management tools and apps to help you stay organized. Tools like calendars, to-do | ideas to get you
management software can be very helpful. started.

8. Reflect and Adjust: Regularly review your progress and adjust your strategies as needed. Reflecting on what works a
improve your time management skills.
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7. Navigate with the Alt key (Word, Excel, Power Point)

The Alt key is a secret door to using shortcuts in Office. With just atap, you can access any ribbon command
without using the mouse to navigate.

How to usethe Alt key to navigate

Press Alt and letter combinations will appear on every ribbon button. Thiswill unlock keyboard shortcuts for
everything in Office.

Alt + H opens Home, Alt + N accesses Insert, and Alt + P takes you to Page Layout. Once in atab, more letters
appear for specific functions. You'll complete tasks in seconds instead of having to hunt through menus with
your mouse.

Continue entering the display sequence for your target command. To exit, press Esc .

Personal monthly budget

3
. Projected monthly income Projected balance o0
]]]]]] 1 $4,300.00 (Projected income minus expenses) G

G Extra income $300.00 Actual balance

3,064.00
(Actual income minus expenses) 53

= Total monthly income $4,600.00
8 Difference

($341.00)
: (Actual minus projected)
o Actual monthly income

6. Paste Special > Transpose (Excel, Word)

If you ever need to turn rows into columns or vice versa, Transpose is the option you should choose. In Excel,
thiswill instantly reverse the direction of your data.

How to use Paste Special (>)Transposein Excel

Select and copy the range you want to flip. Right-click where you want to paste it. Choose Paste Special >
Transpose (or from the Home tab's Paste drop-down list, find the Transposeicon ). Finaly, click OK .



5. Format Painter (Word, Excel, Power Point)

Y ou don't have to repeat the same formatting steps over and over again. Format Painter copies all styles from
one place and applies them elsewhere with a simple swipe. It can copy font styles, sizes, colors, bold and italic
styles, text highlights, paragraph formatting, and even cell bordersin Excel.

How to use Format Painter

Select the text or object with the formatting you want. Click Format Painter (the paintbrush icon) on the Home
tab. Your cursor will turn into a paintbrush.

Highlight or click the item you want to format. For multiple targets, double-click Format Painter, then paint
wherever you like. Press Esc to stop.

4. Thesaurus and Synonyms (Word, Excel, Power Point)

Ever since Microsoft discontinued the handy Smart Lookup feature, Office users have been looking for an
alternative.

Y ou can access synonyms in two ways. Select aword or phrase, right-click, and select Synonyms.
Alternatively, go to the Review tab and click Thesaurus. A pane opens on the right side of your document with
related words that you can insert directly into your document.
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Th mine Management

~ pliability (n)
: pliability
Introduction flexibility

Dopamine management is an emerging concept in neuroscience and psychology that focuses on regulating the levels of dopamine, a neurotransmitter, to elasticty

improve mental and physical well-being. By understanding and managing dopamine levels, individuals can enhance their mood, motivation, and overall suppleness
quality of life. This paper explores the benefits of dopamine management and how it can lead to better health outcomes. bomneness
springiness
Understanding Dopamine ugwdtw/y (JAMDHV"')
~ spit (o
Dopamine is a neurotransmitter that plays a crucial role in the brain's reward system. It is released in response to pleasurable activities, such as eating, spirit
socializing, and achieving goals. Dopamine influences various functions, including mood, motivation, attention, and leaming. Imbalances in dopamine levels hardiness
can lead to mental health issues such as depression, anxiety, and addiction. toughness
strength
Benefits of Dopamine Management buoyancy

Enhanced Mood and Emotional Well-being resilience <)

One of the primary benefits of dopamine management is enhanced mood and emotional well-being. By regulating dopamine levels, individuals can experience Word curently doss ot havea
amore stable and positive mood. This can help reduce symptoms of depression and anxiety, leading to a better overall quality of life. Techniques such as dictionary installed for English
@ mindfulness, exercise, and a balanced diet can help maintain optimal dopamine levels and promote emotional resilience. ;Ur}ﬁed Kingdom). To see
efinitions:
Improved Motivation and Productivity Get a Dictionary
Dopamine management also contributes to improved motivation and . When dop are balanced, individuals are more likely to feel

motivated and engaged in their daily activities. This can lead to increased productivity and a greater sense of accomplishment. Setting achievable goals,

rewarding oneself for progress, and maintaining a healthy lifestyle are effective strategies for managing dopamine and boosting motivation. English (United Kingdom)

3. Convert text to columns (Excel, Word)

Text to Columns converts messy, concatenated data into separate, organized columns. This feature is essential
when working with imported data that resides in a single column but needs to be split based on delimiters such
as commas, spaces, or tabs.

How to Use Text to Columnsin Word & Exce

In Excel, select your column of dataand go to Data > Text to Columns . Choose whether your datais delimited
(separated by specific characters) or fixed-width, then follow the wizard to specify how you want to split the
data.
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Word offers asimilar feature for tables. Select your text, goto Insert > Table> Convert Text to Table, and
specify your delimiters. This feature will instantly convert lists or comma-separated values ??2into properly
formatted tables.

2. Enter datain multiple cells (Excel, Word)



Want to enter the same value in multiple places at once? Excel has a handy trick that can save you alot of time
during data entry tasks.

How to use multiple cell entriesin Excel

To fill multiple cells with the same datain Excel, start by selecting the cells you want (you can hold Ctrl and
click to select non-adjacent cells). Next, enter your datainto the active cell (the last cell with the double border)
and press Ctrl + Enter . Thiswill fill al selected cells with that data.
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Tip : Tofill datainto your spreadsheet faster, you can use Flash Fill and Auto Fill .

1. Dictation (Word, Outlook, Power Point)

Dictation is especialy useful when composing emailsin Outlook , creating presentations in PowerPoint , or
writing long documents in Word when typing becomes tedious. And it can also protect you from repetitive stress

injuries.
How to use Dictation

Click the Microphoneicon in the Home tab or press Windows + H to start dictation. Speak naturally and Office
will transcribe your voice into text in real time. Y ou can also use voice commands for punctuation and
formatting, such as saying 'period,’ ‘comma,’ or 'new line." The voice commands in Microsoft Office's Dictation

tool are easy to remember.
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Dictation gets better with each version of Microsoft Office. It works across multiple Office apps, and supports
multiple languages ??and accents. Use dictation when you want to quickly capture your ideas, especially for long

emailsor first drafts.

Y ou finished reading the article "8 Micr osoft Office Features That Will Help You Cut Hours of Work"
edited by the TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou
can search for similar articles on tips and guides. Thank you for reading and for following us regularly.
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