Word 2007
Reference Card

	[bookmark: _GoBack]Helpful Function Keys

	To
	Do This

	Display the Help task pane
	[F1]

	Toggle ribbon on/off
	[Ctrl] + [F1]

	Print Preview
	[Ctrl] + [F2]

	Change text case
	[Shift] + [F3]

	Repeat last action
	[F4]

	Spelling and grammar 
	[F7]

	Save As
	[F12]



	Navigating Shortcuts

	To
	Do This

	Beginning of document
	[Ctrl] + [Home]

	Beginning of line
	[Home]

	Beginning of next screen
	[Page Down]

	Beginning of previous screen
	[Page Up]

	Bottom of window
	[Alt] + [Ctrl] + [Page Down]

	End of document
	[Ctrl] + [End]

	End of line
	[End]

	Move insertion point to last edit
	[Shift] + [F5]

	Move insertion point to next paragraph
	[Ctrl] + [Down Arrow]

	Move insertion point to next word
	[Ctrl] + [Right Arrow]

	Move insertion point to prev. paragraph
	[Ctrl] + [Up Arrow]

	Move insertion point to prev. word
	[Ctrl] + [Left Arrow]

	Top of window
	[Alt] + [Ctrl] + [Page Up]



	Formatting Shortcuts

	To
	Do This

	Add/remove space before paragraph(s)
	[Ctrl] + [0] (zero)

	Align left
	[Ctrl] + [L]

	Align right
	[Ctrl] + [R]

	All caps
	[Ctrl] + [Shift] + [A]

	Bold
	[Ctrl] + [B]

	Center
	[Ctrl] + [E]

	Continuous underline
	[Ctrl] + [U]

	Decrease font size
	[Ctrl] + [Shift] + [,] (comma)

	Decrease indent
	[Ctrl] + [Shift] + [M]

	Double underline
	[Ctrl] + [Shift] + [D]

	Double-space lines
	[Ctrl] + [2]

	Font dialog box
	[Ctrl] + [D]

	Hanging indent
	[Ctrl] + [T]

	Hide/Unhide
	[Ctrl] + [Shift] + [H]

	Increase font size
	[Ctrl] + [Shift] + [.] (period)

	Increase indent
	[Ctrl] + [M]

	Italic
	[Ctrl] +  [I]

	Justify
	[Ctrl] + [J]

	Point size
	[Ctrl] + [Shift] + [P]

	Remove character formatting
	[Ctrl] + [Spacebar]

	Remove hanging indent
	[Ctrl] + [Shift] + [T]

	Remove paragraph formatting
	[Ctrl] + [Shift] + [N]

	Single-space lines
	[Ctrl] + [1]

	Small caps
	[Ctrl] + [Shift] + [K]

	Space-and-a-half lines
	[Ctrl] + [5]

	Subscript
	[Ctrl] + [=]

	Superscript
	[Ctrl] + [Shift] + [=]



	Editing Shortcuts

	To
	Do This

	Copy
	[Ctrl] + [C]

	Cut
	[Ctrl] + [X]

	Find and Replace dialog box
	[Ctrl] + [F]

	Hard page break
	[Ctrl] + [Enter]

	New document
	[Ctrl] + [N]

	New line
	[Shift] + [Enter]

	Nonbreaking hyphen
	[Ctrl] + [Shift] + Hyphen

	Nonbreaking space
	[Ctrl] + [Shift] + [Spacebar]

	Open dialog box
	[Ctrl] + [O]

	Paste
	[Ctrl] + [V]

	Print dialog box
	[Ctrl] + [P]

	Redo
	[Alt] + [Shift] + [Backspace]

	Repeat
	[Ctrl] + [Y] or [F4]

	Save a document
	[Ctrl] + [S]

	Show/Hide
	[Ctrl] + [Shift] + [8]

	Split Table
	[Ctrl] + [Shift] + [Enter]

	Tab in a Table
	[Ctrl] + [Tab]

	Undo
	[Ctrl] + [Z]



	Selecting Shortcuts

	To
	Do This

	Select a word
	Double-click word

	Select entire document
	[Ctrl] + [A] or triple-click in Selection Bar

	Select large block of text
	Click at start/end of text; [Shift] & click at other end of text

	Select line
	In Selection Bar click once

	Select paragraph
	Triple-click in paragraph or double-click Selection Bar 

	Select rectangular block of text
	[Alt] + drag

	Select sentence
	[Ctrl] + click sentence

	Select text (small amount)
	[Shift] + arrow keys

	Select text between insertion pt./beg. of doc. 
	[Ctrl] + [Shift] + [Home]

	Select text between insertion pt./end of doc.
	[Ctrl] + [Shift] + [End]




For further help on keyboard shortcuts, click Microsoft Office Word Help button [image: ] or press F1, enter “keyboard shortcuts”, and press Enter.
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