
Align paragraph/text
left
Ctrl+L
right
Ctrl+R
center
Ctrl+E
justified
Ctrl+J

All caps
Ctrl+Shift+A or Shift+F3 (toggle)

Autonumbering (also see Numbering below)
Alt O, N

Autotext
create autotext entry
select text, Alt I, A, N, or Alt F3, type autotext name, ok
insert autotext entry
type first few characters of AutoText entry name, when


ScreenTip appears, Enter or type autotext name, F3 or Alt I, A select from list

print autotext entries
Ctrl+P, Print what: autotext entries, ok

Bold

Ctrl+B (toggle)

Bookmarks
Ctrl+Shift+F5 or Alt I, K

Borders
Alt O, B, borders

Breaks
line
Shift+Enter
page
Ctrl+Enter
section
Alt I, B

Browse a document
Alt+Ctrl+Home

Bullets
Ctrl+Shift+L or Alt O, N
(
*, tab, type text, Enter; continue bullets type text, Enter
(
<, tab, type text, Enter; continue bullets type text, Enter
(
o, tab, type text, Enter; continue bullets type text, Enter


or any other symbol

turn off bullets
Enter, Enter

Cancel
Esc

Center
Ctrl+E

Change case
Shift+F3 (toggle)

Close documents
Crtl+F4, Save/Close

Color
Ctrl+D or Alt O, F, Font

Columns
insert
Alt O, C
insert column break
Ctrl+Shift+Enter or Alt+Enter

Column break
Ctrl+Shift+Enter

Comment
Ctrl+Alt+M

Copy
text using clipboard
select, Ctrl+C, Ctrl+V at new location
text w/o using clipboard
select, Shift+F2, Enter at new location

Copy formatting
character formatting
select formatted characters, Ctrl+Shift+C, then


select unformatted characters, Ctrl+Shift+V

paragraph formatting
with cursor in formatted paragraph, Ctrl+Shift+C, then


move cursor to unformatted paragraph, Ctrl+Shift+V

char. & par. formatting
select formatted characters AND ¶ marker,


Ctrl+Shift+C, then select unformatted characters

AND unformatted ¶ marker, Ctrl+Shift+V

Cut text
Ctrl+X

Date

Alt+Shift+D or Alt I, T, ok
change format
Alt I, T

Delete
word to left of cursor
Ctrl+Backspace
word to right of cursor
Ctrl+Delete

Display nonprinting characters
Ctrl+Shift+*

Double space
see Space

Double underline
see Underline

Ellipsis
Ctrl+Alt+.

Endnotes
see Footnotes

Envelope
select text, Alt T, E

Extend selection
F8

Field Codes
insert
Alt I, F or Ctrl+F9
unlink
Ctrl+Shift+F9
update
F9
view
Alt+F9 (toggle)

Find

Ctrl+F or Alt E, F
repeat find
Shift+F4

Font
select/change
Ctrl+Shift+F or Ctrl+D or Alt O, F, Font
font size
Ctrl+Shift+P or Alt O, F, Font, S
grow font
select, Ctrl+Shift+> or Ctrl+]
shrink font
select, Ctrl+Shift+< or Ctrl + [

Footer
view footer from normal view
Alt V, H, (
close footer pane
Alt+C
different first page footer on/off
Alt F, U, Layout

Footnotes & Endnotes
insert footnote
Alt I, N or Ctrl+Alt+F
insert endnote
Alt I, N or Ctrl+Alt+E
view to read
hover mouse pointer on reference mark
view to edit
Alt V, F or double-click reference mark


(select All Endnotes to view Endnotes) or view, page layout

delete
select footnote/endnote no., delete

move between footnote/endnote pane and text pane
F6
close footnote/endnote pane
Alt+Shift+C
footnote/endnote options
Alt I, N, O

Go to
Ctrl+G or F5 or Alt E, G

Go back
Shift+F5 or Alt+Ctrl+Z

Header
view header from normal view
Alt V, H
close header pane
Alt+C
different first page header on/off
Alt F, U, Layout

Heading styles
Ctrl+Alt+1 (hdg level 1) (etc, heading levels 2-3)

Help

F1
topic specific help
select menu item, F1

Hidden text
apply to text
Ctrl+Shift+H (toggle)
printing w/ hidden text on/off
Ctrl+P, Alt+O, I, then print or Alt T, O, then print

Hyphens
manual hyphenation
Alt T, L, H, M
automatic hyphenation
Alt T, L, H
nonbreaking hyphen
Ctrl+Shift+(hyphen)
optional hyphen
Ctrl+(hyphen)

Indents
increase left indent/decrease left indent
Ctrl+M/ Ctrl+Shift+M
hanging indent/unhang indent
Ctrl+T/ Ctrl+Shift+T

Insert (from clipboard)
Ctrl+V or Shift+Insert

Italics
Ctrl+I (toggle)

Justify
Ctrl+J

Labels
Alt T, E, Options, select Product number:, OK, New Document

Landscape
Alt F, U, paper size, orientation

Left align
Ctrl+L

Line break
Shift+Enter

Margins
Alt F, U, margins

Mark
Table of Authorities entry
Alt+Shift+I
Table of Contents entry
Alt+Shift+O
Index entry
Alt+Shift+X

Move
using clipboard
select, Ctrl+X, Ctrl+V or Shift+Insert at new location
w/o using clipboard
select, F2, Enter at new location
paragraphs
Alt+Shift+( or ( 
rows in a table
Alt+Shift+( or (
New document
Ctrl N or Alt F, N

New line
Shift+Enter

Normal style
Ctrl+Shift+N

Normal view
Ctrl+Alt+N or Alt V, N

Number Field
insert
Alt+Ctrl+L
change format
select, Tab through choices, Shift+Tab back through choices

Open existing document
Ctrl+O or Ctrl+F12 or Alt F, O

Online view
Alt V, E

Outline view
Ctrl+Alt+O or Alt V, O

Overtype
Insert key (toggle)

Page break
Ctrl+Enter

Page layout view
Alt+Ctrl+P or Alt V, P

Page number
Alt+Shift+P or Alt I, U
change format
Alt I, U, Alt F

Paste (from clipboard)
Ctrl+V or Shift+Insert

Paper size
Alt F, U, Paper Size

Print
document
Ctrl+P or Ctrl+Shift+F12 or Alt F, P
specific pages
print menu-put range in “pages” box
specific sections
print menu, type “s” then section no. in “pages” box
hidden text on/off
Ctrl+P, Alt+O, I, then print
preview
Ctrl+F2 or Ctrl+Alt+I or Alt F, V
close print preview
Escape or Alt+Shift+C

Quit Word
Alt+F4 or Alt F, X

Redo/Repeat
last action or edit/command
F4 or Ctrl+Y
find or go to action
Shift+F4 or Alt+Ctrl+Y

Remove formatting
return to paragraph style
Ctrl+Q
remove character formatting
select, Ctrl+Shift+Z or Ctrl+spacebar

Replace
Ctrl+H or Alt E, E

Reveal formatting
Shift+F1, click on text

Right align
Ctrl+R

Ruler (show/hide)
Alt V, R

Save

Ctrl+S or Shift+F12 or Alt F, S
autosave on/off (recommended)
Alt T, O, save
create backup copy on/off (recommended)
Alt T, O, save

Save as
F12 or Alt F, A

Search
see Find

Section break
Alt I, B

Shading
Alt O, B, shading

Shortcut menu
Shift+F10, or rt mouse button

Small Caps
Ctrl+Shift+K

Softwise
CTRL+M


Numbering Suite
ALT+CTRL+F5

Sort

Alt A, S

Space
nonbreaking space between characters
Ctrl+Shift+spacebar
single spaced paragraph
Ctrl+1
1.5 spaced paragraph
Ctrl+5
double spaced paragraph
Ctrl+2
space before paragraph
Ctrl+0 (zero) (toggle)

Spellcheck
F7 or Alt T, S

Split screen (view 2 different areas of same doc)
Alt+Ctrl+S or Alt W, S
return to 1 screen
Alt W, S
toggle between screens
F6

Styles
apply
Ctrl+Shift+S, type first letter of style name, scroll w/ ( or (, Enter

modify existing style
Alt O, S, Modify, or apply manual formatting, redefine
redefine
apply manual formatting, Ctrl+Shift+S, enter, enter

create paragraph style
from sample text
in pre-formatted paragraph, Ctrl+Shift+S,


type new style name, Enter

from menu
Alt O, S, Alt N, type new name in “name” box, select “format”,


set paragraph settings, ok at all menus, but “Apply” at last menu

create character style
from sample text
select pre-formatted characters, Alt O, S, Alt N, type


new name in “name” box, select “character” in “style type” box, ok

from menu
select, Alt O, S, Alt N, type new name in “name” box,


select “character” in “style type” box, select “format”,


set font settings ok at all menus, but “Apply” at last menu

remove direct paragraph formatting
Ctrl+Q

remove direct character formatting
select, Ctrl+Shift+Z or Ctrl+spacebar

delete a style
Alt O, S, select style in list on left, Alt D

Subscript
Ctrl+= or Alt O, F, Font

Superscript
Ctrl+Shift++ or Alt O, F, Font

Symbols
Alt I, S

Table of Authorities
mark cite
select cite, Alt+Shift+I
correct coded cites
locate primary code, edit code
insert table
with cursor where you want to create table, Alt I, D, A, ok

update
with cursor in table code, F9

Table of Contents
using styles
apply heading styles to hdgs, Alt I, D, Alt C, ok

using TC Fields
mark heading
select hdg, Alt+Shift+O, select level, ok
insert table
with cursor where you want to create table, Alt I, D, C, Alt O, E


(to check Table Entry Fields), S (to uncheck Styles), ok, ok

change or correct coded heading
locate heading code, edit code
update (for both hdgs style and field code TOC)
with cursor in table code, F9

Tables
insert
Alt A, I
move to next cell
Tab
move to previous cell
Shift+Tab
alignment
Alt A, W
heading
Alt A, H
select a row
Alt A, R or click w/ mouse to far left of row
insert row at end of table
Tab
insert row in middle of table
Alt A, I
delete row
Alt A, D, R or select row & Shift+Delete
move rows up or down
Alt+Shift+( or ( 
select a column
Alt A, C or Shift+rt mouse button
insert column
select column to the right, then Alt A, I
delete columns
Alt A, D, C or select column & Shift+Delete
adjust size of rows/columns
Alt A, W 
merge cells
select cells, Alt A, M
split a table
Ctrl+Shift+Enter
select entire table
Alt A, A or Alt+Number Pad 5

Tabs

Alt O, T
inserting tabs in a table
Ctrl+Tab

Thesaurus
Shift+F7

Time

Alt+Shift+T or Alt I, T

Toggle between docs
Ctrl+F6

Toggle between panes
F6

Toolbars
Alt V, T

Underline
single underline
Ctrl+U (toggle)
double underline
Ctrl+Shift+D (toggle)
word underline
Ctrl+Shift+W (toggle)

Undo

Ctrl+Z or Alt E, U

Update field
F9




View

NORMAL VIEW
Alt+Ctrl+N or Alt V, N

PAGE LAYOUT VIEW
Alt+Ctrl+P or Alt V, P

OUTLINE VIEW
Alt+Ctrl+O or Alt V, O

PRINT PREVIEW
Ctrl+F2 or Alt+Ctrl+I or Alt F, V

ZOOM
Alt V, Z

FIELD CODES
Alt+F9 (toggle)

FOOTERS
see footer

HEADERS
see header

FOOTNOTES
see footnotes

FORMATTING
Shift+F1, click on text

NON-PRINTING CHARACTERS
Ctrl+Shift+* (toggle)

Navigation

WORD previous/next
Ctrl+( / Ctrl+ (

WORD delete previous
Ctrl+Backspace

WORD delete next
Ctrl+Delete

LINE beginning/end
HOME / END

PARAGRAPH previous/next
Ctrl+( / Ctrl+(

SCREEN previous/next
PgUp / PgDn

SCREEN top/bottom
Alt+Ctrl+PgUp / Alt+Ctrl+PgDn

PAGE previous/next
Ctrl+PgUp / Ctrl+PgDn

DOCUMENT beginning/end
Ctrl+Home / Ctrl+End

GO TO
F5 or Ctrl+G

GO BACK to previous location
Shift+F5 or Alt+Ctrl+Z

Selecting Text

CHARACTER or SPACE
Shift ( or (

WORD
Ctrl+Shift ( or ( or Double-click word

LINE
Shift+End or Click in the selection bar

SENTENCE
With cursor at beginning, F8 then period
Esc to deactivate or Ctrl+Click in sentence

EXTEND
F8, then the key you wish to select to or
Word F8 2 times
End of sentence F8 3 times
Paragraph F8 4 times
Entire document F8 5 times
Esc to deactivate

PARAGRAPH
Ctrl+Shift+( or
Triple-click the paragraph or
Double-click in the selection bar

COLUMN SELECTION - TABLES
Shift+Click rt mouse button

COLUMN SELECTION - TEXT
Alt+drag w/ mouse

DOCUMENT
Ctrl+A or
Ctrl+Keypad 5 or
Ctrl+Click in selection bar or
Triple-Click in the selection bar

DESELECT
Press any arrow key

Jeff Galeener


