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By Jody Gilbert 

Tech support often seems to be mostly a matter of solving problems and saving users 
from themselves and their inexplicable actions. But sometimes, you get to play the hero 
and share some tips that boost user productivity and win you a few points. These two 
Word tricks fall into that category. Easy to explain. Instant gratification. 

Creating a document shortcut 
Document shortcuts offer users a fast way to open a document and jump straight to a 
specified location. To create a document shortcut, follow these steps: 

Figure A 1. Highlight some text to serve as a target in the document and click the Copy button.  
2. Minimize the Word window or drag it out of the way so you can see the Windows desktop, right-click 

on the desktop, and choose Paste Shortcut (Figure A). You’ll probably want to change the default 
shortcut name (Figure B) to something more meaningful. 

 

3. Close the document, clicking Yes to save your changes. When you double-click on the desktop 
shortcut, Word will open the associated document, navigate to your target text, and select it. 

Incidentally, if you’re worried that your users might move or rename a document and “break” their shortcuts, 
don’t be: Word bookmarks the target text so the shortcut will work even with a name change or relocation—
as long as the document stays on the same drive. 

Figure B 

Adding a Work menu 
One of the oldest—and most obscure—features supported by Word is the Work menu. Hidden in the Customize dialog 
box until you drag it out of there and put it on a toolbar or the menu bar, the Work menu is basically a Word-specific 
"Favorites" list that holds as many as nine document shortcuts. It's a handy place for users to store documents that 
require fairly regular access. To put the Work menu in place, follow these steps: 

1. Choose View | Toolbars | Customize. 
2. Select the Commands tab, scroll to the bottom of the Categories list box, and choose Built-in Menus. 
3. Scroll to the bottom of the Commands list box and select Work (Figure C).  
4. Drag the Work item to a convenient spot on a toolbar or onto the menu bar and drop it there. Click Close. 

When you pull down the Work menu, you'll see one item: Add To Work Menu (Figure D). To place the current document 
on the list, just choose this command. Word will add the document below any others listed. Because real estate is limited, 

if you add a 10th item, Word will boot the first document off the menu. 

Unlike with the previous tip, the documents have to remain in their 
original location (and with the same name); changing either will break 
the shortcut. Here's a bonus tip you may or may not want your users to 
know about: If they want to remove a document from their Work menu, 
they can press [Ctrl][Alt] and hyphen. The pointer will change to a minus 
sign, and they can use it to pull down the menu and select the item they 
want to get rid of. BUT: This shortcut will remove any command from any 
menu, so it needs to be used with some care. 

 

 

Figure C Figure D
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Additional resources 
• Sign up for TechRepublic's Microsoft Office Suite newsletter, delivered Wednesdays 
• See all of TechRepublic's newsletter offerings 
• "Microsoft Word 2003 keyboard shortcuts" (TechRepublic download) 
• "Numbering document pages within sections using Microsoft Word" (TechRepublic) 
• "Create an invoice template using Word" (TechRepublic) 
• "Share these Microsoft Word 2002 tips with your users" (TechRepublic) 
• "Create a table of contents in Microsoft Word with custom styles" (TechRepublic) 
• "Microsoft Word Macro Language QuickStart Tool" (TechRepublic download) 
• "Take control of Word's 'Page x of y' numbering scheme" (TechRepublic download) 
• "Support Republic's ultimate Word compilation" (TechRepublic download) 

Version history 
Version: 1.0 

Published: March 8, 2005 

 

Tell us what you think 

TechRepublic downloads are designed to help you get your job done as painlessly and effectively as possible. Because 
we're continually looking for ways to improve the usefulness of these tools, we need your feedback. Please take a minute 
to drop us a line and tell us how well this download worked for you and offer your suggestions for improvement. 

Thanks! 

—The TechRepublic Downloads Team 
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