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Section 1: Shared Superpowers — Tips That Work  in Word, PowerPoint & Excel
These tips work in Word, PowerPoint, and Excel. Learn them once, use them everywhere.
Tip 1: Paste Without Formatting — Ctrl + Shift + V
When you copy text from a website, email, or another document, it brings its formatting with it. This shortcut pastes just the text — no stray fonts, weird sizes, or color disasters.
Use Ctrl+Shift+V
Home → Clipboard → Paste → Keep Text Only
 Try it:
Here’s my website: www.WorkPlaceIQSkills.com 
Copy a line from a website → paste it into this document below:
	What You Pasted (Regular)
	What It Looks Like After Ctrl+Shift+V

	Paste your copied text here
	Paste again here using Ctrl+Shift+V  —  notice the difference


💡 Use this when pulling client notes from your CRM into a Word letter. Clean paste = professional output.

Tip 2: Move Things Fast — Alt + Shift + Arrow Keys
Move items up/down in Word or PowerPoint without cutting and pasting.
Select the item → Hold Alt + Shift, then press the Up, Down, Left, or Right arrow key
· Up/Down arrows – Rearrange the order
· Left/Right arrows – Indent and outdent bullet points or paragraphs
In Word, this works on:
· Paragraphs
· Bulleted and numbered list items
· Pictures and objects
· Table rows
· Outline view
In PowerPoint, this works on:
· Bullet points (or paragraphs)
· Moving slides (using the slide thumbnail pane)
 Try it:
Reorder this priority list:
Follow up on overdue invoices
Contact high-risk accounts
Review of aging report
Send payment reminders
💡 Move 'Review aging report' to the top using Alt + Shift + Up Arrow. Done in one second.

Tip 3: Hide/Show the Ribbon — Ctrl + F1
Need more screen space? Press Ctrl + F1 to collapse the ribbon. Press it again to bring it back. Great when you're reviewing a long document or spreadsheet and want the full view.
Ctrl + F1
Double click on any Ribbon Name (Home, Insert, etc.)
 Try it:
Press Ctrl + F1 to hide the ribbon. Press it again to restore it. Notice how much more document you can see.
💡 This works identically in Word, Excel, and PowerPoint.

Tip 4: Use the Search Box for Quick Actions
The Search bar is your command center for quickly finding anything within the Office app you're using. It won't search the web for you, but it will find any menu command or option you need in seconds.
Click in the Search box at the top of the window (or press Alt+Q). Type a word or phrase related to what you want to do.
Results include:
Actions showing how to do what you typed (or something similar)
A "Find" feature that locates where that word appears in your document
Recent files associated with the term
A "Get Help" feature with support articles
👇 Try it:
Search for Double Space. The Search box will immediately show you where to find that command.
Type in field to identify a few options.
💡Great for finding any menu option without having to click through endless tabs and ribbons. Works in Word, Excel, and PowerPoint.

Tip 5: Quick Access Toolbar — One Click Access
The Quick Access Toolbar (QAT) lives above the ribbon. You can add ANY command to it so it's always one click away — no matter what tab you're on.
To add:
Right-click any command on the ribbon → Add to Quick Access Toolbar
Right-click any button on the QAT → Customize Quick Access Toolbar… → On the left, click the dropdown on Choose Commands  → select the Tab where the tool is found or select All Commands → find the tool → click the arrow on the right of the command list to move the command to the list on the right
To remove:  Right-click any command on the ribbon → Remove from Quick Access Toolbar
 Try it:
Add these to your QAT right now:
	Command
	Why Credit Managers Love It

	Bold Font
	Bold is always visible

	Table
	Instant a table in seconds

	Print Preview – will need to open the Customize dialog box
	See before you print


Tip 6: Dictation Tool — Type by Talking
Go to Home → Dictation. Press the button, start talking. Office types what you say. Works in Word, PowerPoint (notes), and even OneNote.
You must have an internet connection to access this tool.
Supports punctuation commands: say period, comma, new line.
 Try it:
Dictate this sentence:  "The invoice for account 4821 is 47 days past due. Please escalate to collections."
Click in the box below, turn on Dictation, and say it out loud:
	Dictated Text Test Area

	(click here, start dictation, start talking) 


💡 Huge time-saver for credit notes, follow-up letters, and meeting summaries.

Tip 7: Format Painter — Copy Any Style Instantly
See formatting you like? Click the text that has it → click the Format Painter brush → click the text you want to change. Done. One click copies font, size, color, spacing — everything.
 Try it:
Make the plain text look like the styled text:
	Styled (source)
	Plain (target — paint this)

	Account Status: OVERDUE
	Account Status: OVERDUE

	Payment Due: 30 Days
	Payment Due: 30 Days


💡 Double-click the Format Painter to keep it active and paint multiple items at once.

Tip 8: AutoCorrect — Set Up Text Shortcuts
Go to File → Options → Proofing → AutoCorrect Options. Type a short abbreviation, and Office replaces it with a full phrase automatically every time you type it.
Suggested shortcuts:
	Type This
	Gets Replaced With

	dso 
	

	pdue
	Payment is past due. Please remit immediately.

	nac
	National Association of Credit Managers

	t30
	Net 30 — Payment due within 30 days of invoice date

	escl
	This account has been escalated to our collections department.


💡 Set these up once — save minutes every single day.

Tip 9: Styles — Format Everything Consistently
Styles are pre-set formatting packages you apply with one click. Instead of manually setting font, size, bold, and color on every heading, you click 'Heading 1' and it's done.
Change the style once — every heading updates automatically.
There are no styles in PowerPoint, the slide master is where you set up the look you want.
 Try it:
This document uses Styles. Here's the hierarchy in action:
Heading 1 = Section title (large, dark blue, bold)
Heading 2 = Topic name (medium, accent blue, bold)
Normal = Body text (plain, readable)
💡 If you format a report manually and then need to change all headings to a different font... you'd do it one by one. With Styles, change the style definition once and every heading updates in seconds.

Tip 10: Themes — Coordinate Colors, Fonts & Effects
A Theme is a coordinated set of colors, fonts, and effects that applies across your entire file. Change the theme and everything updates: charts, tables, headings, SmartArt — all at once.
 Try it:
Go to Design tab (Word) or the Design/View tab (PowerPoint/Excel) → Themes → hover over each option to preview. Click to apply.
	Theme
	Vibe
	Good For

	Office (default)
	Clean, blue, professional
	Standard reports

	Facet
	Teal, modern
	Client presentations

	Retrospect
	Warm, structured
	Executive summaries

	Slate
	Gray, premium
	Board-level documents



Tip 11: Templates — Start Smart, Not from Scratch
File → New → search for any template. Microsoft has thousands: credit letters, invoices, reports, budgets, presentations. Pick one, replace the placeholder text with your content, and you have a professional document in minutes.
Recommended searches:
Invoice — starter invoices with auto-numbering
Business letter — formatted collection letters
Report — executive-ready report layouts
Dashboard — Excel dashboards ready to populate
💡 Once you save a customized template as your own, it shows up in 'Personal' templates — yours to reuse forever.


Section 2: Word-Focused Workflows
These tips are specific to Microsoft Word — formatting, navigation, automation, and connecting Word to your other Office tools.

Tip 12: Styles for Consistent Formatting
You already saw Styles in Section 1. In Word, they are even more powerful: use them to build a Table of Contents (TOC) automatically, navigate the document instantly, and reformat the entire document in seconds.
 Try it:
This document is a live example.
Go to View → Navigation Pane. You'll see all the headings in the sidebar — each one is a Heading Style. Click any heading to jump directly to that section.
Apply Heading Styles and each level can become an automatic entry in the TOC.
This file uses Heading Styles 1 and 2. Create a TOC. Go to References → Table of Contents → Choose one or select Custom to design your own 
 For long credit policy documents, collection procedures, or annual reports — Styles + Navigation Pane = instant navigation without scrolling.

Tip 13: Quick Parts — Insert Reusable Text Blocks
Quick Parts is a library of building blocks you can insert with one click. The menu includes four options:
AutoText (reusable blocks like disclaimers or addresses)
Document Property fields (author, title, company, etc.)
Field codes (date, page numbers, file name, etc.)
Building Blocks Organizer (manage all your saved content)
Go to Insert → Text → Quick Parts → choose what you need.
We will set up an AutoText entry. 
Type a block of text you use constantly (a disclaimer, a payment terms paragraph, your company's address). Select it → Insert → Explore Quick Parts → Save Selection to an AutoText Gallery → Name it.
Next time you need it: Insert → Text  → Quick Parts → click it. Inserted instantly.
 Try it:
Payment Terms is in the Gallery, try inserting it, then set up ReleaseClause:
	Quick Part Name
	Content It Inserts

	Payment Terms
(This one is already in the Gallery)
	

	ReleaseClause
	Credit Hold Release – Conditional Terms: Upon receipt of a written request from the customer, credit hold may be released subject to the following conditions, each of which must be met prior to release: (1) The customer must pay all past due invoices in full, or alternatively, enter into a written payment plan approved by our Credit Department, with a minimum down payment of 50% of the outstanding balance; (2) Any future orders will be shipped on a cash‑in‑advance or strict net‑five (5) day terms for a probationary period of ninety (90) days; (3) The customer agrees that failure to make any payment when due during the probationary period will result in immediate reinstatement of credit hold without further notice, and all outstanding balances will become immediately due and payable; (4) Credit card information must be kept on file as security for the duration of the probationary period; (5) The customer waives any right to dispute charges incurred during the probationary period unless written notice is provided within ten (10) days of invoice date. Credit hold release is granted at the sole discretion of our Credit Department and may be revoked at any time if new credit risks arise. The customer's signature on a credit hold release agreement or acceptance of shipment after hold release constitutes full acceptance of these terms.


💡 This is one of the most underused features in Word. Once set up, it saves hours per week for document-heavy roles.

Tip 14: Navigation Pane — Jump Around Long Documents
View → Navigation Pane (or Ctrl + F → click 'Headings' tab). See your entire document outline in the left panel. We looked at the Heading section above using styles. You know you can click any heading to jump there instantly. You can also drag headings to reorder entire sections.
Pages: This section in the Navigation Pane shows thumbnail previews of every page in your document. Use it to move pages around, delete, preview, etc.
Results: Use this to find content. Type in what you want to search for and the use the little up and down arrow on the far right side to navigate.
 Try it:
Practice: Use the Navigation Pane to jump to these sections in this document:
	Search for
	What You'll Find

	Mail
	There are 20 results

	Dictation
	There are 7 results


💡 The Navigation Pane also searches the document as you type in the search box — faster than Ctrl+F for long documents.

Tip 15: Mail Merge with Excel — Personalized Letters at Scale
Mail Merge connects a Word template to an Excel spreadsheet. You write the letter once with placeholder fields, and Word creates a personalized copy for every row in your Excel file.
How to start:
IMPORTANT: The Excel file must be CLOSED when using the merge feature.
Mailings tab → Start Mail Merge → Letters → Select Recipients → Use an Existing List → pick your Excel file → select the correct sheet.
Once the Excel file has been selected, more tools are available.
Select where you want to insert the merged field → Mailings → Write & Insert Fields group → Insert Merge Field  → Select the field
Click the Preview Results button to see the field contents.
 Try it:
Credit manager use case — past-due collection letters. 
💡 See the companion Excel file for a ready-to-use Mail Merge data table you can connect to this template.
Your Excel file has: Client Name | Account Number | Balance Due | Days Past Due | Contact Name | Contact Email |Territory
Copy and paste this into a new Word document:
Your Word template says:
Dear ClientName,
Your account AccountNumber has a balance of BalanceDue that is DaysPastDue days past due. Please remit payment immediately or contact us at ContactEmail to discuss payment arrangements.
You will be merging in the fields that are highlighted.
BONUS:  Mail Merge: Formatting Currency from Excel
Excel formatting (like $1,000.00) does not carry over into Word. Here's how to fix it.
Right‑click the merge field (e.g., «BalanceDue») → select Toggle Field Codes.
It will change to something like { MERGEFIELD "BalanceDue" }
Just after the field name, type a space and add:
\# "$#,##0.00"
The result should look like this:  
{ MERGEFIELD "BalanceDue" \# "$#,##0.00" }
The # means show a digit only if needed. The 0 means show a digit even if it's zero. Remove .00 if you don't want cents.
Right‑click the field code again → Toggle Field Codes (to return to normal view)
Right‑click → Update Field (or press F9)
Now your currency will appear as $1,000.00 instead of 1000.
💡 If your field name has no spaces, you can leave out the field name quotes:  { MERGEFIELD BalanceDue \# "$#,##0.00" }
Tip 16: Export Word Outline to PowerPoint — Build Slides From Your Outline
Before building a presentation, draft your talking points in Word first. Use Outline View (View → Outline) to organize by heading levels — Heading 1 becomes a slide title, Heading 2 becomes bullet points.
Then Save → close the file → and open the Word file in PowerPoint.
Note that the Export to PowerPoint feature is gone.
 Try it:
Open the file nacm-sample-outline.docx in PowerPoint.
In PowerPoint → File → Open → Browse
Change the file-type filter from "All PowerPoint Presentations" to "All Outlines"
Locate and select your saved Word document
PowerPoint will then import the structured headings into new slides
💡 Write the PowerPoint outline first in Word where it's easy to edit. Build the slides second. This produces better presentations because you think content first, design second.

Section 3: PowerPoint-Focused Workflows
These tips are for your PowerPoint presentations — better design, smarter delivery, and powerful connections to Word and Excel.

Tip 17: Slide Master — Brand Everything Once
The Slide Master is the template behind all your slides. Change it once and every slide updates. Set your logo, colors, fonts, and footer there — not on individual slides.
View → Slide Master
You'll see the master slide at the top and layout options below. Edit the master to apply changes everywhere.
 Try it:
To access, open any presentation:
Click  View  →  Slide Master
Click the top (master) slide
Add your logo to the bottom-left corner
Click  Close Master View  — done!
💡 Set your company logo and color scheme in the Slide Master once. Every new deck you create from that template starts already branded.

Tip 18: Sections — Organize Long Presentations
Right-click between slides in the slide panel → Add Section → name it. Sections collapse and expand like folders, making it easy to navigate, reorder, and present large decks.
Example section structure for a credit review presentation:
	Section
	Slide Count
	Content

	Executive Summary
	2
	Key metrics, top risks

	Portfolio Overview
	4
	Aging, DSO trend, segment breakdown

	High-Risk Accounts
	3
	Top 10 watch list

	Collections Update
	3
	Recovery rate, actions taken

	Recommendations
	2
	Policy changes, staffing needs



Tip 19: Presenter Coach — Rehearse and Improve
Slide Show → Rehearse with Coach. PowerPoint listens to you present and gives real-time feedback: too fast, too slow, using filler words (um, uh, like), reading from slides, or being monotone.
After your rehearsal, you'll get a report showing:
Words per minute (ideal: 100–150)
Filler words used and how often
Whether you're reading directly from slides
Pitch and tone variation
💡 Use this before any major presentation. It's like having a private presentation coach available 24/7.

Tip 20: Paste Excel Charts — Keep Them Editable
When you copy a chart from Excel and paste into PowerPoint, you have options. Use Paste Special → Paste Link to keep the chart connected to Excel. When your Excel data updates, the PowerPoint chart updates too.
Two paste options for Excel charts:
	Paste Method
	What It Does
	When to Use

	Paste (Embed)
	Chart is embedded — editable but no live link
	One-time presentations

	Paste Link
	Chart stays connected to Excel — auto-updates
	Recurring reports, dashboards


💡 See the companion Excel file — it has an aging report chart you can copy and paste into the companion PowerPoint file to practice this.

Tip 21: Batch-Generate Slide Titles from Excel
Have a list of accounts, products, or topics in Excel? Use Excel's CONCATENATE or text formulas to build slide titles automatically, then paste them into PowerPoint's Outline view to create multiple slides at once.
Formula example in Excel:
	Excel Formula
	Produces This Slide Title

	="Account Review: "&A2&" | "&B2&" Days Past Due"
	Account Review: Meridian Supply Co. | 47 Days Past Due

	="Q"&C2&" "&D2&" Collections Summary"
	Q3 2024 Collections Summary


 Try it:
Build the Excel data and copy
In PowerPoint: View →  Outline View
Go to the last slide, good idea to create an empty slide
Paste in the Excel Content and immediately click the Smart Icon
Select Keep Text Only
Do not click anywhere, select all titles → Home menu → Paragraph Group → Increase List Level → then click Decrease List Level
💡 This is a power move for credit managers who present account-by-account reviews. Build 50 slide titles from your Excel list in 2 minutes instead of typing each one.

Tip 22: Export Slides as Images — Use Anywhere
File → Export → Change File Type → JPEG or PNG. PowerPoint saves each slide as a separate image file. Use these images in Word handouts, email signatures, reports, or anywhere you need a professional visual without the full .pptx file.
Common uses:
Paste key chart slides into Word executive summary reports
Email a single summary slide as an image (no file compatibility worries)
Include slides in SharePoint pages or Teams posts
 Try it:
File  →  Export  →  Change File Type  →  JPEG or PNG

💡 This is perfect for credit managers who build dashboards in PowerPoint and need to share data-rich visual without sending editable files



Section 4: Excel-Focused Workflows
These tips help you clean, calculate, analyze, and connect data in Excel — with examples built around real credit management scenarios.

Tip 23: Filter + Sort — Prep Data for Reports Fast
See the companion Excel file, 'Aging Report' tab for a live example. 
Select your data → Data → Filter. Dropdowns appear on every column. Click a dropdown to filter by value, date range, or text. Sort A→Z or by largest value to find what matters most.
 Try it:
Filter to show only accounts > 60 days past due
Sort by Balance Due (largest to smallest)
Filter by Territory to see one region at a time
 Filter + Sort is the fastest way to pull your top 10 problem accounts before a credit review meeting.

Tip 24: Conditional Formatting — See Patterns Instantly
Select a column → Home → Conditional Formatting. Set rules that change cell color based on value. Overdue balances turn red. Good accounts stay green. Risk levels become instantly visible without reading every number.
See the companion Excel file, 'Aging Report' tab — these rules are already applied:
	Rule
	Cell Color
	Meaning

	Days Past Due > 90
	Red background
	Critical — immediate action

	Days Past Due 61–89
	Orange background
	High risk — escalate

	Days Past Due 31–60
	Yellow background
	Watch — send reminder

	Days Past Due 1–30
	Green background
	Current — no action needed

	Balance > $50,000
	Bold blue text
	High-value account — priority


💡 Once set up, conditional formatting updates automatically every time your data changes. Your aging report becomes a visual risk map.
 Try it:
Copy a section of the formatted content and paste into Word


Tip 25: Formulas for Word Forms — Calculate Before You Draft
Use Excel to calculate values you'll insert into Word documents. Build your formulas in Excel — totals, percentages, interest charges — then copy the results into your Word letter or report.
See the companion Excel file, 'Letter Calculator' tab. Here are a few sample calculations from the file:
	Formula
	Calculates

	=B9*B11
	Service Charge

	=B9+B15
	Total amount due (outstanding balance + service charge)


Copy the contents of cell A23 and paste it into a blank section of this Word document.
Tip 26: Link Excel Cells to PowerPoint — Live Dashboards
Copy a cell or range in Excel → switch to PowerPoint → Paste Special → Paste Link. The number in your slide stays connected to Excel. Update the spreadsheet, refresh the presentation — the numbers update automatically.
 Try it:
The companion Excel file has a 'Dashboard Summary' tab with key metrics.
Select the content in columns A and B
Copy  → Paste in to either Word or PowerPoint
Quickest way to update a single linked object:  Right-click it → choose Update Link (or Update)
This pulls the latest data from the source file (Excel)
💡 Build your monthly credit dashboard once with linked data. Next month, update Excel, refresh PowerPoint — your presentation is ready in minutes, not hours.

Tip 27: Generate Labels & Slide Content Directly from Excel Data
Use Excel to build structured content that flows directly into Word mail merge labels or text boxes on PowerPoint slides. The companion Excel file has a 'Label Generator' tab that formats account data into ready-to-use label text.
Formulas may not paste like you expect. You can use the paste values in Excel prior to pasting into another app.
 Try it:
In Excel, select cell(s) containing the formula
Copy
Home → Clipboard → Group → Paste → Paste Values
Then select the cell again, copy and paste anywhere
💡 Connect this Excel file to Word's Mail Merge → Labels workflow to print professional past-due notices in one run.
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