Word Crib Sheet

The keys inside of Word are pretty straightforward. You have 2 cursors; Your mouse cursor, and your text cursor.
The text cursor can be moved via movement keys (Home, End, Arrows) and by clicking a single time in a section
of the document with your mouse.

Home and End will take your text cursor to the end and beginning of the line, respectively.

The arrow keys move the text cursor in the direction of the arrow key pressed.

Now here’s the tricky part. You can hold down the SHIFT key while pressing home, End, or the arrow keys, and
your text cursor will “highlight” and select the text, making it easier to copy, or replace.

By holding down the CTRL button, your movement keys take on new meaning. CTRL + Right or Left will jump
the text cursor word by word, instead of character by character.

CTRL + Home and CTRL + End jump to the beginning and end of a document, respectively.

The following is a list of useful key combinations, but it is by no means exhaustive!

I’ve left blanks for each person to add key combinations they find useful, for the way they use word.

|Command Name ||Key ||Command Name ||Key
Movement KeySet Formatting KeySet

|Char Right ||Ri9h‘r ||Wor'd Underline ||C‘rr‘|+ShifT+W

Char Left Left Change Case Shift+F3

Word Right Ctrl+Right Field Chars Ctrl+F9

|Wor'd Left ||CTr‘l+LefT ||Field Codes ||AH+F9

|Line Down ||Down ||Fon‘r ||C‘rrl+D

Line Up Up Font Ctrl+Shift+F

|End of Document ||C‘rr'l+End ||Fon‘r Size Select ||CTrl+Shif‘r+P

|End of Line ||End ||Cen‘rer Paragraph ||C‘rrl+E

End of Window Alt+Ctrl+Page Down Justify Paragraph Ctrl+J

End of Row Alt+End Left Paragraph Ctri+L

|Par'a Up ||CTr‘l+Up ||RighT Para ||C‘rr'l+R

Para Down Ctrl+Down Distribute Paragraph Ctrl+Shift+J

Page Up Page Up All Caps Ctrl+Shift+A

|Page Down ||Page Down ||Bo|d ||C‘rr'l+B

Start of Document Ctrl+Home Annotation Alt+Cirl+M

Apply Headingl Alt+Cirl+1

Select Text KeySet Apply Heading2 Alt+Ctrl+2

|Char Right Select ||Shif‘r+RighT ||App|y Heading3 ||A|T+CTr‘l+3

|Char Left Select  ||Shift+Left || Apply List Bullet ||ctrieshifteL

Word Left Select Ctrl+Shift+Left Auto Format Alt+Ctrl+K

Word Right Select Ctrl+Shift+Right

Para Up Select Ctrl+Shift+Up Copy/Cut/Paste KeySet

End of Doc Select Ctrl+Shift+End Copy Ctri+C

Line Up Select ||Shif‘r+Up ||Copy Format ||C‘rrl+Shif‘r+C

Line Down Select Shift+Down Cut Ctri+X




End of Window Select ||Alt+Ctrl+Shift+Page Down Paste Ctrl+V

End of Row Select Alt+Shift+End Paste Insert

End of Line Select  ||Shift+End ||Paste Format ||ctri+shiftv
Column Select Ctrl+Shift+F8

Para Down Select Ctrl+Shift+Down More Formatting KeySet
|Page Up Select ||Shif‘r+Page Up ||Super'scr'ip‘r ||C‘rr|+Shif‘r+:
Page Down Select Shift+Page Down Shrink Font One Point Ctrl+[

Undo Ctrl+Z Grow Font One Point Ctrl+]

|Save ||C‘rr‘l+5 ||Sma|| Caps ||C‘rr‘|+ShifT+K
Mail Merge to Doc Alt+Shift+N

|Mai| Merge to Printer ||Al‘r+ShifT+M ||Pr'in‘r ||C‘rr'|+P

Mail Merge Check Alt+Shift+K Print Preview Ctrl+F2
I;A:LLQ/(\aerge Edit Data Alt+Shift+E

Outline Alt+Ctrl+O

Outline Collapse ||AIT+ShifT+- ||Endnofe Now ||A|T+C‘rr'l+D
Outline Collapse Alt+Shift+Num - Footnote Now Alt+Ctrl+F
Outline Demote Alt+Shift+Right

Outline Expand Alt+Shift+= Word Count List Ctrl+Shift+6
Outline Expand ||AIT+ShifT+Num + ||Word Count Recount ||C‘rrl+Shif‘r+R

Outline Move Down

Alt+Shift+Down

Outline Move Up

Alt+Shift+Up

Outline Promote

Alt+Shift+Left

Outline Show First
Line

Alt+Shift+L




