
To Press

Insert a comment Alt+ctrl+m

revision marks on/off ctrl+shift+e

go to beginning of comment ctrl+home

go to end of comment ctrl+end

To Press

while using mail merge:

Preview a mail merge alt+shift+k

merge a document alt+shift+n

print merged document alt+shift+m

edit mail merged data alt+shift+e

insert merge field alt+shift+f

To Press

Print document ctrl+p

switch to print preview alt+ctrl+i

F1 Help

F2 Move text or graphics

F3 insert autotext entry

f4 repeat last action

f5 go to

f6 go to next pane

f7 spelling

f8 extend a selection

f9 update selected fields

f10 activate menu bar

f11 go to next field

f12 save as

shift+f2 copy text

shift+f3 change letter case

shift+f4 go to previous revision

shift+f6 go to previous pane

shift+f7 thesaurus

shift+f8 shrink selection

shift+f9 field code result

shift+f10 display shortcut menu

shift+f11 go to previous field

shift+f12 save

You can quickly accomplish tasks

you perform frequently by using

shortcut keys. For example,

pressing CTRL+B changes the

selected text to bold, just as

clicking the Bold button on the

Formatting toolbar or selecting

Bold in the Font dialog box

changes the selected text to

bold.



To Press

Create new doc ctrl+N

Open a document ctrl +o

Close a document ctrl+w

split a document alt+ctrl+s

save a document CTRL+S

Quit Word Alt+F4

cancel an action esc

undo an action ctrl+z

redo/repeat action ctrl+y

switch to page layout alt+ctrl+p

switch to outline view alt+ctrl+o

switch to normal view alt+ctrl+n

Highlight the documentCtrl + A

to move around document:

One paragraph up ctrl+

one paragraph down ctrl+

one cell to left(table) shift+tab

cell to right (table) shift

up one line

down one line

end of line end

beginning of line home

top of document ctrl+home

up one screen page up

down one screen page down

top of next page ctrl+page down

top of previous page ctrl+page up

bottom of document ctrl+end

to previous revision shift+f5

print a document ctrl+p

To Press

Change font ctrl+shift+f

change font size ctrl+shift+p

increase font size ctrl+shift+>

decrease font size ctrl+shift+<

change case shift+f3

bold ctrl+b

underline ctrl+u

underline words ctrl+shift+w

double underline ctrl+shift+d

apply hidden text ctrl+shift+h

italic Ctrl+ i

small capitals ctrl+shift+k

increase font size ctrl ]

decrease font size ctrl [

remove formatting ctrl+spacebar

copy formats ctrl+shift+ c

paste formats ctrl+shift+ v 

copy text ctrl+c

Paste text ctrl+v

move text ctrl+x

Cut to spike Ctrl+f3

insert from spike ctrl+shift+f3

line spacing:

Single spacing ctrl+1

double spacing ctrl+2

1.5 spacing ctrl+5

add/remove one line space 

preceding a paragraph    ctrl+0

To Press

alignment:

centre ctrl+e

justify ctrl+j

left align ctrl+l

right align ctrl+r

indent from left ctrl+m

remove indent ctrl+shift+m

hanging indent ctrl+t

reduce hanging indent ctrl+shift+t

remove paragraph formatting ctrl+q

applying styles:

apply a style ctrl+shift+s

apply heading 1 alt+ctrl+1

apply heading 2 alt+ctrl+2

apply heading 3 alt+ctrl+3

apply normal ctrl+shift+n

start autoformat alt+ctrl+k

inserting special characters:

create a field ctrl+f9

Up date a field f9

toggle fields Alt +f9

line break shift+enter

page break ctrl+enter

column break ctrl+shift+enter


