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A @ Z (Alphabet-Based Shortcuts)

Shortcut Key 39T
Ctrl + A 9T Document Select shaT
Ctrl + B Text Bold &3T
Ctrl+ C Copy &T
Ctrl+D Font Dialog Box @Tel=Ir
Ctrl+ E Center Align
Ctrl + F Find / Search 3T
Ctrl+ G Go To (Page/Line)
Ctrl+H Find & Replace
Ctrl + 1 Italic
Ctrl + J Justify Align
Ctrl + K Hyperlink Insert shi=AT
Ctrl + L Left Align
Ctrl+ M Paragraph Indent Sqlr
Ctrl + N New Document
Ctrl + O Open Document
Ctrl +P Print
Ctrl + Q Paragraph Formatting gcTar
Ctrl +R Right Align
Ctrl + S Save
Ctrl+T Hanging Indent




Ctrl + U Underline

Ctrl +V Paste

Ctrl + W Document Close
Ctrl + X Cut

Ctrl+Y Redo

Ctrl+Z Undo

Number Keys (Formatting & Spacing)

Shortcut Key 39T
Ctrl +1 Single Line Spacing

Ctrl + 2 Double Line Spacing

Ctrl+5 1.5 Line Spacing

Ctrl + 0 Paragraph & 9gef Spacing

Ctrl + Shift + 1 | Heading 1

Ctrl + Shift + 2 | Heading 2

Ctrl + Shift + 3 | Heading 3




Font & Character Formatting

Shortcut Key

Ctrl + Shift + >

Font Size dgl«T

Ctrl + Shift + <

Font Size geT=T

Ctrl + Shift + A

All Caps

Ctrl + Shift + K

Small Caps

Ctrl + Shift + D

Double Underline

Ctrl + =

Subscript

Ctrl + Shift + +

Superscript

Ctrl + Spacebar

Font Formatting g<Tar

Paragraph & Layout Shortcuts

Shortcut Key

Ctrl + Shift + M

Indent 9cT=T

Ctrl + Shift + T

Hanging Indent &cT=T

Ctrl+ E Center Paragraph
Ctrl +J Justify Paragraph
Ctrl+ L Left Paragraph
Ctrl +R Right Paragraph




Navigation (Move Faster)

Shortcut Key 39T
Ctrl + Home Document & & H STIT
Ctrl + End Document & 3id & ST=IT
Ctrl + Left Arrow Teh 2lsg, UTes
Ctrl + Right Arrow Teh 2lsg, 31T
Ctrl + Up Arrow Paragraph 39¥
Ctrl + Down Arrow Paragraph =i
Page Up Page 31X
Page Down Page =
Selection Shortcuts (Advanced)
Shortcut Key 39TeT
Shift + Arrow Character Select
Ctrl + Shift + Arrow Word Select
Ctrl + Shift + Home I doh Select
Ctrl + Shift + End s b Select

Ctrl + A

S Select




Insert & Break Shortcuts

Shortcut Key

Ctrl + Enter

Page Break

Ctrl + Shift + Enter

Column Break

Alt + Shift + D Date Insert

Alt + Shift+ T Time Insert

Ctrl +K Hyperlink

Alt+N Insert Tab
Table Shortcuts (Full)

Shortcut Key 39T

Tab Next Cell

Shift + Tab Previous Cell

Ctrl + Tab Cell & Tab

Alt + Shift + 1 Row 39T

Alt + Shift + | Row =i

Alt + Shift + — Column Right

Alt + Shift + «— Column Left




File Management (Function Keys)

Shortcut Key 39T
F1 Help
F2 Text Move
F4 Last Action Repeat
F5 Go To
F7 Spelling & Grammar
F8 Selection Mode
F9 Field Update
F10 Menu Activate
F11 Next Field
F12 Save As
View & Window Shortcuts
Shortcut Key
Ctrl + Alt + P Print Layout
Ctrl + Alt + N Draft View
Ctrl + Alt + O Outline View
Ctrl + Mouse Scroll Zoom In/Out
Alt + Tab Window Switch




Review & Proofing

Shortcut Key 39T
Shift + F7 Thesaurus
Ctrl + Alt + M Comment Insert
Ctrl + Shift + E Track Changes
Alt+R Review Tab

Ribbon / Alt Key Shortcuts (Power Users)

Shortcut Key 39T

Alt + F File Menu

Alt + H Home Tab

Alt + N Insert Tab

Alt+P Layout Tab

Alt+R Review Tab

Alt+W View Tab

Conclusion
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