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MS WORD IMPORTANT SHORTCUTS

Ctrl+A Select All / &sft T == FTAT

Ctrl +B Bold /i@

Ctrl+C Copy / FIdT AT

Ctrl +D Change Character Formatting /®{He &1 T8 % o0

Ctrl +E Align Center / T2 &1 &< § o1 & o0

Ctrl +F Find

Ctrl +G GoTo

Ctrl+H Replace /fFHT e AT daeq s & forw

Ctrl+l Iltalics /zefor®

Ctrl +) Justify =7 Rres s & foro

Ctrl+K Insert The Hyperlink /gufdies STa- & fow

Ctri+L Left Align

Crtl +M Indent

Ctrl +N New Document /3T SEATAS GTAA o [oT2

Ctrl +O Open Document / T&ATAST GTAT

Ctrl+P Print fie /#ea = foro

Ctrl+Q Remove Paragraph Formatting /A=TITH ®IERAET & form

Ctrl +R Right Justify

Ctrl +S Save / WI=H AT TIFTHE &l 9T HA % (o7
Create Hanging Indent /[T 38 AT

Ctrl+T

Ctrl +U Underline / ¥@ifeha &eAT
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Ctrl+V Paste /U= ®X

Ctrl+W Close Document

Ctrl+x Cut / Tt T2 & e Fed & T

Ctrl+y Redo Previously Undone Action /Tt &l &t gamer &ear
Ctrl+Z Undo An Action °

Ctrl +1 Single space line

Ctrl +2 Double space line

Ctrl +5 1.5 line spacing

Ctrl + left bracket|[

Decrese font size by 1 point / ®ve FT ML &g & FH FLA & (010

Ctrl+right bracket ]

Increase font size by 1 point /®v2 & 3T 1 37 T & o

Ctri+shift +A Selected text to all capital letters

Ctrl+shift +D Double underline to the selected text ¥z {3 MU T5e FT a9
HSTATSA HLA]

Ctrl +shift +E Enable or disable revision tracking

Ctrl +shift +F Open font window e faeT @ra * form

Ctrl +shift +l Create a bullet point T geie Tige a9

Ctrl +shift +* View or hide non printing characters

Ctrl+shift+>

Increase font style vz =10

Ctri+shift +<

Decrease font size  ®{ve I&T9 o0

Ctrl +] Increase font size {2 2T+ % forw
Ctrl+[ Decrease font size &z a=Td
Ctrl+/+C Insert the cent sign
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Ctrl+del Delete word right of cursor Y ¥ ITT 9% &l g2TT

Ctrl+backspace Delete word left of cursor FHT & a1 9T H[ F2TT

Ctrl+end Move the cursor to the end of the cursor FET & TT T of AT

Ctrl +home Move the cursor to the beginning of the document FE¥ &1 AET & o
ST

Ctrl +spacebar Reset highlighted text to the default font grEaTse oFd T 2o &1 =T
STE T@HT

Ctrl + enter Insert a page break T IS sl#h STAAT

Alt + F,A Save the document under a new name STFIHeE &l = ATH & HESHT

Alt +x Show the Unicode code of a highlighted character grsaTse R T 01

Shift +enter Create a soft break instead of a new paragraph & 9XRITE F a1 A%
ST STAAT

Shift + insert Paste U¥z FY

Shift +alt + d Insert the current date adum™ fa&ATH STEAT

Shift +alt +t Insert the current time FqHT™ THT TTAF

Esc Cancel a command TR F87E &7 TF FLAT
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