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Some of the most useful Word shortcuts

Or how to save yourself hours by giving your mouse a rest!

Article contributed by Dave Rado

This list doesn't attempt to be comprehensive, but is a list of the shortcuts which save me

the most time.

You can also get a complete list of keyboard shortcuts by selecting Tools + Macro +

Macros, where it says “Macros in”, select “Word Commands”, select the command

called “ListCommands” and press “Run”. Or you might find the following more useful:

Word commands, and their descriptions, default shortcuts and menu assignments

General keyboard time-savers

4. If you look at the menus, 

you will see many of Word's keyboard shortcuts displayed next to the command – for instance, Ctrl+C next to Edit + Copy, Ctrl+V next to Edit +Paste, Ctrl+F next to Edit + Find, etc. Learning and using these shortcuts will save you many hours, allowing you to spend more time with your family!  (And many of them work in all Windows applications).

One menu shortcut which is not displayed but which I find very useful is Ctrl+F2 for

Print Preview.

One which is displayed but which is so useful and so often missed that it's worth

mentioning specifically is Ctrl+Z to Undo. Keep pressing Ctrl+Z to Undo as far back

as you want – if you go too far, press Ctrl+Y to redo.

5. To access the menus 

with the keyboard press Alt plus the underlined letter on the main menu. Then type the underlined letter in the drop-down menu. E.g. type Alt+ V,

P to go into Page Layout View, or Alt+ V, O to go into Outline View. If you have the

mouse in your hand it's quicker to use the mouse (and then the toolbars come into

their own), but when touch-typing, accessing the menus with the keyboard saves a lot of time.

6. To apply or remove Bold, 

Italic or Underline press Ctrl+B, Ctrl+I, or Ctrl+U. Use Ctrl+L to left-justify text, Ctrl+E to centre it, Ctrl+J to justify it, and Ctrl+R to right-justify it.

7. To return to your last edit point, 

press Shift+F5. For instance, if you have copied and want to return to where you were in order to paste. Press Shift+F5 again to go to up to the last three edit points, or a fourth time to return to where you started.
Also use this when you first open a document, to go straight back to where you were last editing it.

8. To change the case of any text, 

select the text and press Shift+F3. Very useful, for instance, if you have accidentally LEFT YOUR CAPS LOCK ON!

