
Miscellaneous Tips 
 

These tips have been accumulated over the years for the SISD Announcements.  
They are in no particular order. 

 

Adobe PDF Document Tips 

Extract Text From Adobe PDF Documents 
There is a quick way to extract the text from a PDF file. Open the document in Adobe 
Reader. Go to Edit, choose Copy to Clipboard. Then open Word and go to Edit, Paste. 
You may have to do some reformatting, but in most cases, you will see the text and be 
able to edit. This may not work with some documents, especially those that were scanned 
into Adobe. Those will appear as graphics rather than text. 
   

Publisher Tips 

Working With Publisher  
If the text you are working on in Microsoft Publisher is too small to see, press the F9 key 
to zoom in. Press F9 again to zoom back out.  

The Nudge Option 
For a high degree of control over the positioning of objects on the page in Publisher, use 
the nudge option. Just select the object you need to move and use Alt+Arrow Key (up, 
down, right, left) and your object will move one pixel for each keystroke. Choose 
Arrange on the Menu Bar and then Nudge to change the increment of movement. You 
can also nudge objects in Word and PowerPoint. Use Ctrl+Arrow Key in those programs. 

Grouping Elements in Publisher 
After you have a section of your layout positioned very precisely it might be a good idea 
to select all the items (hold down the shift key and click on each one) and then group 
them together using Arrange, Group Objects or (Ctrl+Shift+G) or click the puzzle piece 
at the bottom of your selection. This will lock them together in their relative positions. 
This is especially useful if you will need to duplicate this configuration somewhere else 
in your layout; copy and paste the group to another page and you will have perfect 
consistency throughout your layout.  

Keyboard Shortcuts For Publisher 
These keyboard shortcuts also work in most Office programs: 
Ctrl+B for bold text  
Ctrl+U for underline  
Ctrl+I for italic  
Ctrl+= for subscript 
Ctrl+Shift+= for superscript  
Ctrl+Shift+K for small caps  
Ctrl+Spacebar removes all style formats from the selected text  
Ctrl+Shift+F accesses the font menu, arrow keys select, and enter changes the selected 
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text to that font  
Ctrl+Shift+P accesses the font size menu, arrow keys select size, and enter enables the 
change  
Ctrl+Shift+> increases the font size by a half point  
Ctrl+Shift+< decreases the font size by a half point  

Putting Things in the Background in Publisher 
Publisher uses foreground and background layers. Your work will go on the foreground 
by default unless you set it to be in the background. Choose View, Go To Background or 
press Ctrl + M. This will take you to the background layer of the publication. Anything 
you put on the background will appear on all pages of your project. 

Deleting Text Frames in Publisher 
When selecting a text or table frame and pressing the Delete key, only the character just 
before the insertion point marker is deleted. But pressing Ctrl + Shift + X will delete the 
whole frame. 

Drawing Shapes in Publisher 
Drawing multiple shapes normally requires selecting the tool each time. However, there's 
a way to keep the tool selection active. Hold down the Control key while you select the 
tool. When finished with the tool, click the Selection or another tool of your choice. 

Inserting a New Page in Publisher 
To insert a new page after the currently displayed page, press Ctrl + Shift + N. 
 
Page Sizes in Publisher 
You can start a new document or change a current document to any page size you like. 
Go to File, Page Setup and under the option Choose a Publication Layout select Special 
Size. Under the option Choose a Publication Size select Custom. You may then enter in 
the physical dimensions of your printed piece making sure the orientation is correct. Once 
complete, click OK and begin your design.  

Adjusting the Office XP Task Pane 
To adjust the width of the docked task pane in any Office application, move the pointer 
over the left edge until the pointer changes to a double-sided arrow. Then click the edge, 
and drag to the desired width. To make the task pane float, double-click its title bar. You 
can then move it to any position on the page. To return the task pane to its docked 
position, double-click the title bar again. To adjust the size of a floating task pane, move 
the pointer over any edge until the pointer changes to a double-sided arrow. Then click 
the edge, and drag to the desired size.  

 


