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Microsoft Keyboard Shortcuts  

(Alpha by Description)

08-25-11
Alt C

Acrobat comments

Alt B

Adobe

Ctrl A

Select All
Alt F3

Create AutoText

Ctrl B

Bold
Ctrl F9
  
Brackets   


Alt X

Toggles Character code

Shift F3

Toggle up/low/cap Cases

Ctrl W

Close file

Ctrl + F4
Close

Ctrl C

Copy



F4
Copy last typed word (Esc to cancel) 
Shift F2

Copy selection to new

location

Ctrl X

Cut

Ctrl backspace   Delete to beginning of 



word

Ctrl Delete
Delete to end of word

Ctrl Shift D
Double underline

Alt E

Edit menu

Alt F

File menu

F10 + Enter 
File menu (same as Alt F)

Ctrl F

Find 



Ctrl H

Find and Replace

Ctrl D

Font

Ctrl Shift .
Increase Font size of selection
Ctrl Shift ,
Decrease Font size of selection
Ctrl Shift P
Highlights Font Size 
Ctrl [

Decreases Font size 1 pt

Ctrl ]

Increases Font size 1 pt

Alt O

Format menu

Shift F1

Reveal Formatting

Ctrl Q

?Formats paragraph?

Ctrl G
Go to (page, section, line….) (Same as F5)


F5

Go to (same as Ctrl G)

Ctrl Home
Go to start of document

Ctrl End
Go to end of document

Ctrl T

Hanging indent
Ctrl Shift Spacebar   Hard Space (doesn’t wrap)
Ctrl Shift Hyphen   Hard Hyphen (doesn’t wrap)

Ctrl Shift T
UnHang indented paragraph

Alt H

Help menu (MS Office)

F1

Help menu: Word 

Ctrl Shift H
Hidden text

Ctrl K

Insert Hyperlink 

Ctrl M
Indent current line (as paragraph)

Ctrl Shift M
Decrease Indent

Alt I

Insert menu

Shift F5

Toggle between previous

Insertion points

Ctrl I

Italics
Shift F4

Jump to start of page
Shift F11
Jump back to {  }(Ctrl F9)
Ctrl E

Justify line: Center 


Ctrl J

Justify line: Full (L and R)

Ctrl L

Justify line: Left 

Ctrl R

Justify line: Right 

Ctrl 0
Line Spacing: Toggle current line between single- and double-space

Ctrl 1
Line Spacing: Change line below from 1.5 or double-space to single

Ctrl 2
Line Spacing: Change line below to double-space

Ctrl 5
Line Spacing: Change line below to 1.5-space

Alt F8

Opens Macro menu

Alt F10

Maximizes window

Alt Space X
Maximizes window

Alt Space N
Minimizes window 

Ctrl (

Move cursor to next word

Ctrl (

Move cursor to prev word

Ctrl ↓
Move cursor to start of next line

Ctrl ↑
Move cursor to start of this line

Ctrl O

Open menu

Ctrl N

Opens new document
Ctrl Esc

Open start menu

Ctrl Enter
Insert Page Break

Alt Space R
Change window to Partial

Ctrl V

Paste

Ctrl P

Print
Ctrl F2

Print preview view 

(Esc to end)

Ctrl Y

Redo

Shift F7

Open Research window

Alt F5

Restores window to prev. size

Shift F10
Like Right click

F12

Save as

Shift (
or (
Selects next letter for each click

Shift ↓ or ↑
Selects next line for each click

Ctrl + Cursor 
Selects whole sentence

F8
Toggles Select word, line, all. Esc + click to cancel)

F7
Spelling & Grammer (goes to errors)

Ctrl + F3
Spike (multiple cut/paste)

Ctrl Shift =
Superscripts selection 2
Ctrl =

Subscripts selection 2
Alt A 

Open Table menu

Shift F7

Thesaurus (Research window)
Alt T

Tools menu

Ctrl U

Underline
Ctrl Shift D
Double Underline

Ctrl Z

Undo

Alt V

View menu

Alt W

Window menu

Ctrl F10

Toggle full/partial Window

Ctrl Shift G
Word count
