Word XP/2003 Keyboard
Shortcuts by Type

Character Formatting
Ctrl-D Font Dialog

Ctrl-Shift-Q Symbol Font (next char only)
Character Effects

Ctrl-B Bold

Ctrl-I Italic

Ctrl-U Underline

Ctrl-Shift-D Double Underline

Ctrl-Shift-W  Word Underline
Ctrl-= Subscript

Ctrl-Shift-= Superscript

Ctrl-Shift-H Hidden
Ctrl-Shift-K Small Caps
Ctrl-Shift-A All Caps

Character Modifications

Ctrl-[ Font Size -1
Ctrl-] Font Size +1
Ctrl-Shift-< Shrink Font
Ctrl-Shift-> Grow Font
Shift-F3  Change Case

Formatting Toolbar Boxes
Ctrl-Shift-S Style Box
Ctrl-Shift-F Font Name Box
Ctrl-Shift-P Font Size Box

Paragraph Formatting

Paragraph Alignment

Ctrl-L Left Align Paragraph
Ctrl-E Centre Align Paragraph
Ctrl-R Right Align Paragraph
Ctrl-J Justify Paragraph
Ctrl-Shift-J Distribute Paragraph
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Paragraph Indents
Ctrl-M Indent

Ctrl-Shift-M Un Indent
Ctrl-T Hanging Indent

Ctrl-Shift-T Un Hang Indent

Paragraph Spacing

Ctrl-1 Single Spacing
Ctrl-5 1.5 Spacing
Ctrl-2 Double Spacing
Ctrl-0 12pt Before Toggle

Auto Format

Ctrl-Alt-K Auto Format

Ctrl-Alt-U Table AutoFormat
Styles

Ctrl-Alt-n Apply Heading Style n (1-3)

Ctrl-Shift-N Apply Normal Style
Ctrl-Q Reset to Paragraph Style
Ctrl-Spc  Reset to Character Style (CS-Z)
Ctrl-Alt-Enter Convert { to Style Separator
Ctrl-Shift-L Convert to Bullet List

Document Management

File Operations

Ctrl-N New (Default) Document

Ctrl-O Open (also Ctrl-F12, CA-F2)

Ctrl-S Save (also S-F12, AS-F2)

F12 Save As

Ctrl-W  Close Document (also Ctrl-F4)

Alt-F4  Close / Exit

Ctrl-P Print (also CS-F12)
Ctrl-Alt-I Print Preview (also Ctrl-F2)

Document Views

Ctrl-Alt-N Normal View
Ctrl-Alt-P Page Layout View
Ctrl-Alt-O Outline View

Outline View

Alt-Shift-n Show Heading Style n (1-9)
Alt-Shift-—/+  Outline Collapse / Expand
Alt-Shift-L Outline Show First Line
Alt-Shift-A Outline Heading Toggle
Alt-Shift-+/— Outline Promote / Demote
Alt-Shift- /4 Outline Move Paragraph Up / Dn
Ctrl-\ Expand Subdocuments Toggle

Windows and Panes

Window Management

Ctrl-Alt-S Split Document Window

Ctrl-F6  Next Window (also Alt-F6)

Ctrl-Shift-F6  Previous Window (also AS-F6)
Ctrl-FS  Restore Document Window
Alt-F5  Restore All Windows
Ctrl-F10  Maximise Document Window
Alt-F10  Maximise All Windows
Ctrl-F7 ~ Move Document Window
Ctrl-F8  Resize Document Window

Task Panes

F1  Help/Help Pane
Shift-F1 ~ Reveal Formatting Pane / Pointer
Alt-Shift-F7  Translation Pane
Ctrl-Shift-O Research Lookup (2003 only)
Ctrl-F1 ~ Show / Hide Pane (2003 only)
F6  NextPane
Shift-F6  Previous Pane

Menus and Customisation

Ctrl-Shift-8 Show All
Shift-F10  Context Menu
Alt-Shift-F10  Options Menu (Paste Options,

AutoCorrect Options, Smart Tags)

Ctrl-Alt— Remove from Menu
Ctrl-Alt-= Add to Menu
Ctrl-Alt-Num+ Customise Keyboard Shortcut

Editing and Navigation

Cut and Paste Editing

Ctrl-C Copy (also Ctrl-Ins)
Ctrl-X Cut (also Shift-Del)
Ctrl-V Paste (also Shift-Ins)
Ctrl-Shift-C Copy Format
Ctrl-Shift-V Paste Format
Ctrl-F3  Cutto Spike
Ctrl-Shift-F3  Insert Spike

Undo/Find/Go To

Ctrl-Z Undo (also Alt-BkSp)
Ctrl-Y Redo (also AS-BkSp, F4, Alt-Ent)
Ctrl-F Find
Ctrl-H Replace
Ctrl-G Go To (also F5)
Cul-Alt-Z Go Back (also Shift-F5)
Ctrl-Shift-Y Repeat Find / Goto (also Shift-F4)
Ctrl-Shift-F5  Insert Bookmark

Text Navigation and Selection

Adding Shift to any of the following Selects text
while moving.

Ctrl-+ /= Word Left / Right
Ctl-1 /3 Up / Down a Paragraph
Ctrl-Alt-PgUp/PgDn  Start/ End of Window
Ctrl-Home/End  Start/ End of Document
Alt-Home/End  Start/ End of Table Row

Alt-PgUp/PgDn  Start/End of Table Column

Special Text Selection

Ctrl-A Select All (also Ctrl-Num 5)
Alt-Shift-Num 5 Select Table (NumLock ON)
F8 Extend Selection Mode
Shift-F8 Shrink Selection Mode
Ctrl-Shift-F8 Text Column Selection Mode
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Object Navigation

Ctrl-Alt-Home

Ctrl-PgUp  Browse Previous
Ctrl-PgDn  Browse Next
Alt-1 1 Previous / Next Object
Alt-«< = Hyperlink Go Back / Forward
Other Editing Commands
Ctrl-BkSp  Delete Word Left
Ctrl-Del Delete to End of Word
F2 Move Text Mode
Shift-F2 Copy Text Mode
F3 Insert Auto Text (also Cirl-Alt-V)
Alt-F3 Create Auto Text
Ctrl-Shift-E Track Changes Toggle

Select Type of Browse Object

Fields and References

Ctrl-F9
F9
Shift-F9
Alt-F9
Ctrl-Shift-F9
Ctrl-F11
Ctrl-Shift-F11
Fl11
Shift-F11
Alt-Shift-F9

Insert Field

Update Field (also AS-U)
Toggle Field

Toggle All Fields

Unlink Field (also Ctrl-6)
Lock Field (also Ctrl-3)
Unlock Field (also Ctrl-4)
Next Field (also Alt-F1)

Previous Field (also AS-F1)

Field Button Click

Quick Fields
Ctrl-K Insert Hyperlink
Alt-Shift-T Insert TIME Field
Alt-Shift-P Insert PAGE Field
Alt-Shift-D Insert DATE Field
Ctrl-Alt-L Insert LISTNUM Field
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References

Alt-Shift-1
Alt-Shift-O
Alt-Shift-X
Ctrl-Alt-D
Ctrl-Alt-F
Ctrl-Alt-M
Alt-Shift-C
Ctrl-Shift-X

Mail Merge

Alt-Shift-E
Alt-Shift-F
Alt-Shift-K
Alt-Shift-N
Alt-Shift-M

Mark Citation

Mark TOC Entry

Mark Index Entry

Insert Endnote

Insert Footnote

Insert Comment

Close Footnote / Endnote Pane
XML Tag View (2003 only)

Edit Merge Data
Insert Merge Field
Mail Merge Check
Mail Merge to Doc
Mail Merge to Printer

Miscellaneous Commands

Ctrl-Alt-F1
F7
Alt-F7
Shift-F7
Ctrl-Shift-F7
Ctrl-Alt-F7
Alt-F8
Alt-F11
Alt-Shift-F11
Ctrl-Shift-G
Alt-Shift-R

Sys Info

Spelling

Next Misspelling

Thesaurus

Update INCLUDETEXT Source
Korean Character Sets (2003)
Macros Dialog

VB Editor

Script Editor

Word Count Dialog

Link Header / Footer to Previous

Special Characters

Separator Characters

Shift-Enter  Line Break
Ctrl-Enter ~ Page Break
Ctrl-Shift-Enter ~ Column Break
Ctrl-Shift-Spc Nonbreaking Space

Ctrl— Optional Hyphen
Ctrl-Shift-— Nonbreaking Hyphen
Ctrl-Tab Insert Tab (within Table)
Symbols
Ctrl-Num — - (en dash)
Ctrl-Alt-Num — — (em dash)
Ctrl-Alt-C © (copyright)
Ctrl-Alt-E € (euro)
Ctrl-Alt-R ® (registered)

Ctrl-Alt-T ™ (trademark)

Ctrl-Alt-. ... (ellipsis)
Ctrl-A-Sh-1 i (inverted exclamation mark)
Ctrl-A-Sh-/ ¢ (inverted question mark)

Alt-X Toggle Character Code
Alt-Num . (ASCII Code)

Holding down Alt and typing up to four numbers
on the numeric keypad inserts a character with
the corresponding ASCII code. For example,

Alt-0151 inserts an em dash.

Diacritics (Accented Characters)

Follow the Ctrl sequence with the appropriate
letter key.  These are only the standard
assignments; many more can be defined through
customisation.

Ctrl--  Grave Diacritic aeuio
Ctrl-Shift-~  Tilde Diacritic aon
Ctrl-Shift-2  Ring Diacritic a
Ctrl-Shift-6  Circumflex/Caron Diacritic ~ 4éi60¢52
Ctrl-Shift-7  Ligatures &b

Ctrl-;  Macron Diacritic (2003) u
Ctrl-Shift-;  Umlaut Diacritic &eiouy

Ctrl-'  Acute Diacritic aéiouyd

Ctrl-,  Cedilla/Ogonek Diacritic cagy
Ctrl-. Dot Diacritic (2003 only) &
Ctrl-/  Slash Diacritic o¢
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