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Keyboard Shortcuts in MS Word

Did you know that MS Word has a range of keyboard shortcuts that can cut down reliance on using a mouse? 

One of the advantages of keyboard shortcuts is that they can increase the speed at which you work.  Keyboard shortcuts provide an important alternative for people who find it difficult or impossible to use a mouse.

Type a couple of lines of text then place the cursor at the beginning of the text or sentence and try these shortcuts:
Highlight and format text
Shift + Down Arrow: 
Selects or highlight a line/sentence of text.

Shift + Right Arrow: 
Selects or highlights individual letters or characters.

Shift + Ctrl + Down: Selects or highlights individual words.

Ctrl + B: 


Make selected bold.
Ctrl + U: 


Underlines selected text.
Ctrl + I: 


Make selected text underlined.
Ctrl + L:
Align selection of paragraph to the left of screen.
Ctrl + E:
Align selection of paragraph to the centre of screen.
Ctrl + M:


Indent paragraph or selection.
Ctrl + 1:


Single space all the lines in the selection.
Ctrl + 2:


Double space all the lines in the selection.
Ctrl + 5:


1.5 space all the lines in the selection.

Navigate through and between text
Ctrl + Del:


Delete the word to the right of the cursor. 

Ctrl + Backspace:
Delete the word to the left of the cursor. 

Ctrl + Right Arrow:
Move to the right between words.

Ctrl + Left Arrow:
Move to the left between words.

Navigate, open and close Word menus

Alt + F:


Opens the File menu.
Alt + E:


Opens the Edit menu.
Alt + I:


Opens the Insert menu.
Alt + F:


Opens the Format menu.
Alt + T:


Opens the Tools menu.
Ctrl + S:


Opens the Save dialogue box.
Ctrl + P:


Opens the Print dialogue box.


These are just a few examples that can be used within Word.  You can find a more comprehensive list by selecting Help on the Word toolbar and clicking Keyboard shortcuts.
If you experience any difficulties with this tutorial please do not hesitate to get in touch.
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