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Advanced MS Word 2003

Shortcut Keyboard Keys
	File Operations
	Save File
	CTRL – S

	
	Open File
	CTRL – O

	
	Create New File
	CTRL – N

	
	Print File
	CTRL – P

	
	Print Preview
	CTRL – F2

	Formatting
	Bold
	CTRL – B

	
	Italic
	CTRL – I

	
	Underline
	CTRL – U

	
	Single Spacing
	CTRL – 1

	
	Double Spacing
	CTRL – 2

	
	1.5 Line Spacing
	CTRL – 5

	
	Select All
	CTRL – A

	
	Align Left
	CTRL – L

	
	Align Right
	CTRL – R

	
	Align Centered
	CTRL  - E

	
	Align Justified
	CTRL – J

	
	Increase Size 1pt
	CTRL - ]

	
	Decrease Size 1pt
	CTRL – [

	
	Superscript
	CTRL – (plus)

	
	Subscript
	CTRL – (minus)

	
	Format as Bulleted List
	CTRL – SHIFT – L

	
	Left Indent
	CTRL – M

	
	Hanging Indent
	CTRL – T

	
	Remove Formatting
	CTRL – space

	Editing and Tools
	Find text
	CTRL – F

	
	Find and Replace
	CTRL – H

	
	Copy text
	CTRL – C

	
	Paste text
	CTRL – V

	
	Cut text
	CTRL – X

	
	New Page
	CTRL – enter

	
	Go to start of doc
	CTRL – home

	
	To to end of doc
	CTRL – end


