
List of Shortcut keys in MS Word 2003
FORMATTING:

CTRL+B 

Make letters bold. 

CTRL+I 

Make letters italic. 

CTRL+U 

Make letters underline. 

CTRL+SHIFT+< 

Decrease font size. 

CTRL+SHIFT+> 

Increase font size. 

CTRL+SPACEBAR 

Remove paragraph or character formatting. 

EDITING:

CTRL+C 

Copy the selected text or object. 

CTRL+X 

Cut the selected text or object. 

CTRL+V 

Paste text or an object. 

CTRL+Z 

Undo the last action. 

CTRL+Y 

Redo the last action. 

CTRL+F 

Find text, formatting, and special items. 

CTRL+H 

Replace text, specific formatting, and special items. 

NAVIGATING AND PRINTING:

CTRL+P 

Print a document. 

ALT+CTRL+I 

Switch in or out of print preview. 

CTRL+HOME 

Move to the first preview page when zoomed out. 

CTRL+END 

Move to the last preview page when zoomed out. 


TABLES:

TAB 

Next cell in a row 

SHIFT+TAB 

Previous cell in a row 

ALT+HOME 

First cell in a row 

ALT+END 

Last cell in a row 

ALT+PAGE UP 

First cell in a column 

ALT+PAGE DOWN 

Last cell in a column 

UP ARROW 

Previous row 

DOWN ARROW 

Next row 

LINE SPACING:

CTRL+1 

Single-space lines 

CTRL+2 

Double-space lines 

CTRL+5 

Set 1.5-line spacing 

ALIGNING/JUSTIFICATION:
CTRL+E 

Center a paragraph. 

CTRL+J 

Justify a paragraph. 

CTRL+L 

Left align a paragraph. 

CTRL+R 

Right align a paragraph. 

FUNCTION KEYS:
F1 

Get Help or visit Microsoft Office Online. 

F4 

Repeat the last action. 

F7 

Choose the Spelling command (Tools menu). 

F12 

Choose the Save As command (File menu). 

