Microsoft Word Shortcuts (courtesy of Frank Miracola)


F7:  Run the spell-checker.

Shift-F3: Toggle Selected text between lowercase, initial capitals, and all uppercase.

F4: Repeat your last action, including searching, typing, and formatting.

Ctrl-F6: Toggle between open documents.

F12: Open the Save As dialog

Quickly Drawing a Line in a Word Document
3 hyphens (---) and enter

3 underscores (___) and enter will give you a bold line

3 asterisks (***) and enter will give you a dashed line

3 tildes (~~~) and enter will give you a zigzag line

3 number signs (###) and enter will get you a bold line with a thin line on top and underneath 




Zoom In and Out
You can use the scroll button on your mouse to zoom in and out of documents quickly. Just hold down the Ctrl key and roll the scroll wheel forward to get a closer view of the document, or roll it back to shrink it.
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Press

DELETE
SHIFT+DELETE

CTRL while dragging an item
CTRL+SHIFT while dragaing an item
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CTRL+RIGHT ARROW

CTRL+LEFT ARROW.

CTRL+DOWN ARROW

CTRL+UP ARROW

CTRL+SHIFT with any of the arrow
keys

SHIFT with any of the arrow keys

To

Delete.

Delete selected item permanently without placing the item in the
Recycle Bin.

Copy selected item
Create shartcut to selected item.

Rename selected item.

Mave the insertion point ta the beginning of the next word.
Move the insertion point to the beginning of the previous word
Move the insertion point to the beginning of the next paragraph

Mave the insertion point ta the beginning of the previous
paragraph,

Highlight a block of text.

Select more than one item in a window ar an the desktop, or
Select text within a document.

F3
ALTHENTER
ALT4F4
ALT+Enter
ALT+SPACEBAR
CTRL+F4

Search for a file or folder.
View properties for the selected item.

Close the active item, or quit the active program.
Displays the properties of the selected object,
Opens the shortcut menu for the active window.

Close the active document in programs that allow you to have
multiple documents open simultansously,

ALT+ESC
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Fa

SHIFT+FL0

ALT+SPACEBAR

CTRL+ESC

ALT+Underlined letter in a menu name

Underlined letter in a command name.
on an open menu

F10
RIGHT ARROW.
LEFT ARROW
Fs
BACKSPACE
Esc

SHIFT when you insert a CD into the
CD-ROM drive

Cycle through items in the order they were opened.
Cycle thraugh screen elements in a window or on the desktop.
Display the Address bar list in My Computer or Windows Explorer.
Display the shortout menu for the selected item.

Display the System menu for the active window

Display the Start menu.

Display the corresponding menu.

Carry out the corresponding command

Activate the menu bar in the active program.
Open the next menu to the right, or open a submenu.

Open the next menu to the left, or close a submenu.

Refresh the active window,

View the folder one level up in My Computer or Windows Explorer.
Cancel the current task.

Prevent the CD fram automatically playing.




