	Command Name
	Key Combo

	Bold selected text
	Ctrl  +  B

	Cancel current task
	Esc (key)

	Center-justify text in paragraph
	Ctrl + E

	Clear highlighted text
	Delete (key)

	Close active document
	Ctrl + F4 (key)

	Copy highlighted text to clipboard
	Ctrl + C

	Cut highlighted text to clipboard
	Ctrl + X

	Delete one char. to left of cursor
	Backspace (key)

	Delete one char. To right of cursor
	Delete (key)

	Double underline
	Ctrl + Shift + D

	Exit program
	Alt + F4 (key)

	Find
	Ctrl + F

	Go To
	Ctrl + G

	Help
	F1 (key)

	Italicize selected text
	Ctrl + I

	Justify text in paragraph
	Ctrl + J

	Left-justify text in paragraph
	Ctrl + L

	Move cursor to beginning of document
	Ctrl + Home (key)

	Move cursor to beginning of line
	Home (key)

	Move cursor to end of document
	Ctrl + End (key)

	Move cursor to end of line
	End (key)

	New document
	Ctrl + N

	Open a saved document
	Ctrl + O (letter)

	Overtype and insert toggle
	Insert (key)

	Paste highlighted text from clipboard
	Ctrl + V

	Print active document
	Ctrl + P

	Print preview
	Ctrl + F2 (key)

	Repeat last action
	Ctrl + Y

	Replace
	Ctrl + H

	Right-justify text in paragraph
	Ctrl + R

	Save active document
	Ctrl + S

	Select all
	Ctrl + A

	Spelling & Grammar check (Proofing)
	F7 (key)

	Underline selected text
	Ctrl + U

	Undo last action
	Ctrl + Z


Shortcut Keys in Microsoft Word (Many, such as the F1 key, are common to most programs)
	Key Combo
	Command Name

	Alt + F4 (key)
	Exit program

	Backspace (key)
	Delete one char. to left of cursor

	Ctrl + A
	Select all

	Ctrl + B
	Bold selected text

	Ctrl + C
	Copy highlighted text to clipboard

	Ctrl + E
	Center-justify text in paragraph

	Ctrl + End (key)
	Move cursor to end of document

	Ctrl + F
	Find

	Ctrl + F2 (key)
	Print preview

	Ctrl + F4
	Close active document

	Ctrl + G
	Go To

	Ctrl + H
	Replace

	Ctrl + Home (key)
	Move cursor to beginning of document

	Ctrl + I
	Italicize selected text

	Ctrl + J
	Justify text in paragraph

	Ctrl + L
	Left-justify text in paragraph

	Ctrl + N
	New document

	Ctrl + O (letter)
	Open a saved document

	Ctrl + P
	Print active document

	Ctrl + R
	Right-justify text in paragraph

	Ctrl + S
	Save active document

	Ctrl + Shift + D
	Double underline

	Ctrl + U
	Underline selected text

	Ctrl + V
	Paste highlighted text from clipboard

	Ctrl + X
	Cut highlighted text to clipboard

	Ctrl + Y
	Repeat last action

	Ctrl + Z
	Undo last action

	Delete (key)
	Clear highlighted text

	Delete (key)
	Delete one char. To right of cursor

	End (key)
	Move cursor to end of line

	Esc (key)
	Cancel current task

	F1 (key)
	Help

	F7 (key)
	Spelling & Grammar check (Proofing)

	Home (key)
	Move cursor to beginning of line

	Insert (key)
	Overtype and insert toggle


Alphabetically by Command Name





Alphabetically by Key Combo

(See notes on next page)


NOTES:

If you are doing any serious computer work, the keyboard shortcut keys will save you an enormous amount of time, not the least being that wasted reaching for the mouse, moving it, clicking it, then returning to the keyboard.
Ctrl (Control) and Alt are keys at the bottom of the keyboard, left and right (identical) of the space bar.

To use a keyboard combination, i.e., Ctrl  +  P, hold the Ctrl key down, tap the letter P (does not have to be capitalized), then release the Ctrl key. If necessary to use three keys, i.e., Ctrl  +  Shift  +  D (double underline), hold the Ctrl & Shift keys down with one hand, tap the letter D, then release the Ctrl  +  Shift keys.

The word key in parenthesis means that this is a specific keyboard key, NOT the word typed, i.e., Home (key) is the keyboard key with the word Home on it, located on the upper right of the keyboard..

Be certain you understand the difference between Ctrl  +  N (the letter) and Ctrl  +  End (key) (the specific key). Phonetically they can be easily misunderstood.
