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Document

Skills

Master Word & Google Docs
without formatting chaos.

Avoid 9AM panic moments caused
by layout disasters.

Learn efficient tools used by
high-performing teams.

Fix formatting, structure, and
collaboration challenges.

Save hours each week with smart
document habits.

Trainer-led session with live
examples and workflow tips.




Professionals lose 30% of writing
time fixing formatting.
Last-minute layout issues create
unnecessary stress.

Sloppy documents reduce
credibility of the message.

Consistent formatting improves
clarity and impact.

Structured documents help teams
collaborate faster.

Small habits dramatically improve
your workflow.




The

Frankenstein
Document

Created when 5+ people edit using
different styles.

Mixed fonts: Calibri, Times New
Roman, Arial, etc.

Broken numbering sequences
(1,2,2,4).

Random spacing (single, 1.5, 12pt
before/after).

Images jumping to unexpected
positions.

Hard to edit, review, or finalize
cleanly.




Use Heading 1-3 instead of
manual bolding.

Ensures consistency in font, size,
spacing.

Unlocks Navigation Pane for easy
reordering.

Supports automatic numbering
and table of contents.

Reduces effort when editing large
documents.

Key habit: never manually style
headings again.




Hack 2:

Layout
Control

Use Wrap Text — Square for stable
image placement.

Always check anchor position
when images move.

Use 'Fix Position on Page' for
controlled layout.

Create invisible tables for clean
alignment.

Avoid dragging images freely—use
structure.

Keeps visuals consistent across
devices.




Web text carries hidden
formatting code.

Paste Special — Unformatted Text
(Ctrl+Alt+V).

Prevents mismatched fonts and
spacing.

Useful for copying from emails or
PDFs.

Ensures formatting remains
consistent.

Essential habit for clean
documents.




Hack 4:

Collaboration

Use Track Changes for transparent
editing.

Review edits individually—don't
Accept All blindly.

Use version history for recovery
and audit trails.

Adopt date-based naming
(YYYY-MM-DD).

Avoid chaotic 'FINAL_v8 REAL'
filenames.

Improves teamwork and reduces
confusion.




Hack 5:

Templates

Use .dotx Word templates for
consistency.

Preload brand fonts, spacing,
structure.

Ensures team-wide
standardization.

Eliminates rework from scratch
each time.

Google Docs: publish templates to
Template Gallery.

Saves time, reduces errors across
teams.




Hack 6:

Automation
& Shortcuts

Mail Merge generates
personalized letters fast.

AutoText inserts reusable blocks
instantly.

Smart Chips in Google Docs
update everywhere.

F4 repeats last action—massive
time saver.

Shift+F3 cycles text case instantly.

Alt+Drag allows vertical text
selection.




