Keystroke Shortcuts for Windows users of Word.
To use these shortcuts, hold down the Control key and press the accompanying letter.

Press

Ctrl+O
to open a saved Word document.

Press

Ctrl+W
to close a window.

Press

Ctrl+S
to save changes to a document.

Press

Ctrl+P
to print a document.

Press

Ctrl+F
to find a word in a Word document.

Press

Ctrl+A
to highlight your entire document.

Press

Ctrl+C
to copy highlighted text or graphics.

Press

Ctrl+X
to cut text from a part of your document.

Press

Ctrl+V
to paste copied text or graphics.

Press

Ctrl+B
to make highlighted text bold.

Press

Ctrl+I
to put highlighted text into italics.

Press

Ctrl+U
to underline highlighted text.

Press

Ctrl+N
to open a new blank document.


Press

F7

for grammar and spellcheck

