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Short Cut Short description Long Description Category 
[Ctrl]+[Enter] Page Break Inserts a new Page Break into your document Breaks 
[Ctrl]+[X] Cut Cut the selection and put it on the clipboard Clipboard 
[Ctrl]+[C] Copy Copy the selection and put it on the clipboard Clipboard 
[Ctrl]+[V] Paste Paste the contents of the clipboard Clipboard 
[Ctrl]+[Alt]+[V] Paste Special Performs a paste special Clipboard 
[Alt]+[Shift]+[D] Insert Date Insert the current date Dates / Times 
[Alt]+[Shift]+[T] Insert Time Insert the current time Dates / Times 
[Ctrl]+[Z] Undo Undo the last performed task Editing 
[Ctrl]+[Y] Redo Redo the last performed task Editing 
[Shift]+[End] Select line Selects the whole line Editing 
[Ctrl]+[H] Replace Open the replace box and replace all of those words Editing 
[Ctrl]+[F] Find Open the find box/ navigation pane and go to the word Editing 
[Ctrl]+[W] Close Close the document, but not the program Exit 
[Alt]+[F4] Close Close the whole program Exit 
[Ctrl]+[N] New Starts a new workbook Files 
[Ctrl]+[O] Open Opens an existing document Files 
[Ctrl]+[ Decrease  Decrease the font size one point at a time Font 
[Ctrl]+] Increase Increase the font size one point at a time Font 
[Ctrl]+[B] Bold Makes selected text Bold Fonts 
[Ctrl]+[I] Italics Italicize the selected text Fonts 
[Ctrl]+[U] Underline Underline the selected text Fonts 
[Ctrl]+[Home] First Move to first page Navigation 
[Ctrl]+[End] Last Move to last page Navigation 
[Ctrl]+[F6] Navigation Switch between open windows Navigation 
[Ctrl]+[L] Align Left Aligns the text to left Paragraphs 
[Ctrl]+[E] Centre Put text in center Paragraphs 
[Ctrl]+[R] Align Right Aligns the text to right Paragraphs 
[Ctrl]+[J] Justify Justifies the text Paragraphs 
[Ctrl]+[1] Single Set line spacing to single Paragraphs 
[Ctrl]+[2] Double Set line spacing to double Paragraphs 
[Ctrl]+[P] Print Print the document Print 
[F7] Spell Check This lets you spell check your document Proofing 
[Ctrl]+[S] Save Save the document Save 
[F12] Save as Brings up the save as dialog box Save 
[Ctrl]+[F1] Hide Ribbon Hides the ribbon tabs Screen Layout 

 
You can also press the [Alt] key on your keyboard, this enables you to navigate the ribbon using keys on your keyboard.  
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Select text on a document 
Before you can format, edit or delete any text on your document, you first need to select it. Most people are 
familiar with dragging their mouse pointer over the text to achieve this, however, there are many other 
quicker ways available for you to use. If you learn all of these techniques and make them a habit, you will 
work far quicker and more efficiently than ever before. 

Tip: To select a whole row of text - Click once in the left margin, opposite the required row of text 

Tip: To select a whole paragraph. Double click in the left margin opposite the required paragraph 

Tip: To select a whole document (all pages) - Treble click in the left hand margin or press [CTRL] + [A] 

Tip: You can also hold down your mouse pointer in the left margin then drag up and down to select 

Tip: To select a single word - Point anywhere on the word and double click the left mouse button 

Tip: To select multiple words - Select a word, then hold down [CTRL] and double-click the other words  

Tip: To select a whole sentence - Hold down [CTRL] and click anywhere into the required sentence 

Tip: You can also use your keyboard to select required ranges of text. Position your cursor at the required 
starting point, then hold down [SHIFT] key and use your up, down, left, right keys as required 

Using the Format Painter 

You may want to copy the format of selected text rather than the text itself, and then apply that format to 
other text. This can be done very quickly using the Format Painter. To do this: 

 
1. Select the text that has the format you wish to copy 
2. Click the Home tab then the Format Painter button (Clipboard group) 
3. Select the text you wish to apply it to 
4. The original format is then applied to the new text   
 
Tip: If you want to use it more than once, double clicking the Format Painter keeps it on permanently. 
Simply click the format painter button again to switch it off | Keyboard short cut: [CTRL] [Shift] + [C] 
 
Using Synonyms 
A Synonym as a word of similar meaning e.g. Big, Large, Massive etc. You can right click any word on a 
document, then select Synonyms from the menu and it will offer alternative words that you could use 
instead. Simply click the word that you require to swap to it. 
 

  


