S.No |Shortcut Key English Function
1|Ctrl + N Create New Document
2|Ctrl + O Open Existing Document
3|Ctrl + S Save Document
4|F12 Save As
5[Ctrl +P Print Document
6[Ctrl + W Close Document
7|Alt + F4 Exit MS Word
8|Ctrl + C Copy Selected Text
9|Ctrl + X Cut Selected Text
10|Ctrl +V Paste Copied Text
11|Ctrl + Z Undo Last Action
12|Ctrl +Y Redo Action
13|Ctrl + A Select All Content
14|Ctrl + B Bold Text
15|Ctrl + 1 Italic Text
16|Ctrl + U Underline Text
17|Ctrl + Shift + D Double Underline
18|Ctrl + Shift + W  |Underline Words Only
19|Ctrl+D Open Font Dialog Box

20

Ctrl + Shift + >

Increase Font Size




21|Ctrl + Shift + < Decrease Font Size
22|Ctrl +] Increase Font by 1 Point
23|Ctrl + [ Decrease Font by 1 Point
24|Shift + F3 Change Case

25|Ctrl + E Center Align

26|Ctrl + L Left Align

27|Ctrl +R Right Align

28|Ctrl +) Justify Text

29|Ctrl + M Increase Indent

30|Ctrl + Shift + M |Decrease Indent

31|Ctrl + T Create Hanging Indent
32|Ctrl + Shift+ T Reduce Hanging Indent
33|Ctrl+ 1 Single Line Spacing
34|Ctrl + 2 Double Line Spacing
35|Ctrl +5 1.5 Line Spacing

36|Ctrl + Enter Insert Page Break
37]Shift + Enter Line Break

38|Ctrl + K Insert Hyperlink

39|Ctrl + F Find Text

40|Ctrl +H Replace Text




41|Ctrl + G Go To Command

42|Ctrl + Home Go to Beginning

43|Ctrl + End Go to End

44|Home Move to Line Start

45]|End Move to Line End

46|Page Up Move One Page Up
47|Page Down Move One Page Down
48|Ctrl + Backspace |Delete Previous Word
49|Ctrl + Delete Delete Next Word
50|Backspace Delete Left Character
51|Delete Delete Right Character
52|Ctrl + Shift + C Copy Formatting

53|Ctrl + Shift + V Paste Formatting

54|Ctrl + Spacebar |Remove Formatting
55|Ctrl + Q Remove Paragraph Formatting
56|F7 Spelling & Grammar Check
57|Shift + F7 Thesaurus

58|Ctrl + Alt + M Insert Comment

59|Ctrl + Shift + E Track Changes

60|Alt + Shift + D Insert Current Date




61|Alt + Shift+ T Insert Current Time
62|Ctrl + Alt + 1 Heading 1 Style
63|Ctrl + Alt + 2 Heading 2 Style
64|Ctrl + Alt + 3 Heading 3 Style
65|Ctrl + Shift + L Apply Bullets

66|F4 Repeat Last Action
67|Ctrl + Alt + F Insert Footnote
68|Ctrl + Alt + D Insert Endnote
69|Alt + Ctrl + S Split Window
70|Ctrl + Shift + N Apply Normal Style
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