m Be More Efficient in Word m
with Keyboard Shortcuts

Navigation Formatting Text Applying Style

eHome: Beginning of the line oAlt Ctrl Shift s: Open Styles task pane
eEnd: End of the line oCtrl Shift N: Apply the Normal Style
eAlt Ctrl 1: Apply the Heading 1 style
oAlt Ctrl 2: Apply the Heading 2 style
eAlt Ctrl 3 Apply the Heading 3 style

e 1: Previous line

¢ |: Next line

e —: next character

® « : previous character
*PgUp : one screen up . .
Inserting Special Characters

ePgDn : one screen down

oCtrl Home: Top of Doc oCtrl FO: A Field

oCtrl End: Bottom of Doc. oShift Enter: A line break

oCtrl PgUp: Top of next Page oCtrl Enter: A page break

oCtrl PgDn: Top of prev. Page oCtrl Shift Enter: A column break

oCtrl 1: Previous Paragraph eAlt Ctrl Minus Sign: An em dash

oCtrl |: Next Paragraph oCtrl Minus Sign: An en dash

oCtrl —: Next Word oAlt Ctrl C: The copyright symbol

oCtrl «: Previous Word eAlt Ctrl R: The registered trademark symbol

oCtrl G / F5: Go to page
oShift F5: location you left

Formatting Paragraphs

Functionality

oCtrl N: Create new document
oCtrl O: Open a document

oCtrl W: Close a document P O W E R

oCtrl S: Save a document .
computer training

eF12: Save as a document

eAlt Ctrl S: Split document window

oAlt Shift S: Remove document window split

oCtrl F: Open Navigation task pane

oCtrl H: Replace text

oAlt Ctrl Z: Switch between last four edited places

o(Ctrl Z: Undo
oCtrl Y: Redo 250.861.8324
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