KEYBOARD SHORTCUTS FOR MICROSOFT WORD

These will always come in handy - especially if you are starting to suffer from carpal tunnel syndrome!!!  Try and remember one a day, and your life will be easier and faster!



Navigation
* Go to beginning of document ( Ctrl+Home
* Go to end of document ( Ctrl+End
* Goto end of line ( End
* Go to beginning of line ( Home
* Go to beginning of next word ( Ctrl+Right
* Go to beginning of previous word ( Ctrl+ Left
* Go to beginning of next paragraph ( Ctrl+Down
* Go to beginning of previous paragraph ( Ctrl+Up



Selecting
* Select (Highlight) character to right ( Shift+Right
* Select character to left ( Shift+Left
* Select word to right ( Ctrl+Shift+Right
* Select word to left ( Ctrl+Shift+Left
* Select to end of line ( Shift+End
* Select to beginning of line ( Shift+Home
* Select to end of document ( Ctrl+Shift+End
* Select entire document ( Ctrl+A
* Delete whole word to right ( Ctrl+Delete
* Delete whole word to left ( Ctrl+Back



Common Tasks
* Save ( Ctrl+S
* Print ( Ctrl+P
* Close ( Ctrl+F4
* Print Preview ( Ctrl+F2
* Open ( Ctrl+O or Ctrl+F12
* New ( Ctrl+N



Formatting
* Bold ( Ctrl+B
* Italic ( Ctrl+I
* Underline ( Ctrl+U
* Font Style ( Ctrl+D
* Increase font size one point at a time 


( Ctrl+]
* Decrease font size one point at a time      
( Ctrl+[
* Centre ( Ctrl+E
* Left ( Ctrl+L
* Right ( Ctrl+R
* Justify ( Ctrl+J
* Copy ( Ctrl+C
* Cut ( Ctrl+X
* Paste ( Ctrl+V
* Undo ( Ctrl+Z
* Repeat ( F4
* Find/Replace ( F5
* Spelling/Grammar ( F7 

