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| +Shift+
Common Shortcuts Y Demote to Body Text.........ccoceeeeeicrinnnns F8+Shift+N
Close Program...........ccccoeveieiicicieeces %8+Q HEAAING 1 oo $8+Option-+1
Move between open programmes ................ g6+Tab Heading 2........covvvveeeeseeeees F8+Option+2
UL ettt FB+X Heading X S g:g+opti0n+3
COpy .................................................................. #B+C NOrMAl e 32 +Shift+N
PaSte ....oovrcice FE+V _
Duplicate ODJECE ...........eeeereereeeee e sg+D Date & Time
undo 38+7  Insert Date Field...........cccoovevncnicnnnne. Ctrl+Shift+D
REAO .o ge+y  InsertTime Field.........cccvvvvviriiiiiniiiiiin Ctrl+Shift+T
Formatting characters Fields
Select Alloore 38+A  Update Field.........cooeiiincccceccee F9
BOI v $6+B  Toggle Codes ..o Shift+F9
UNAEIIING oo 3:€+U Create F|e|d ....................................................... S:g'l'Fg
[talic.....c......... R IR B+ Cross ReferenCGS, Footnotes and Endnotes
Repeat [aSt ACHON ... F4 Mark a table of contents entry .......... Opt|0n+SH|FT+O
Working with documents Mark a table of authorities entry ........ Option+SHIFT+
Create a new docUMENt..............oooovvvvvvvvvvveeeeee $8+N  Markanindexentry......cccoooovrrrrre. Option+SHIFT+X
Open a docUMENt ............cccceeeererererrrreeeeeeeeeeeeeee $8+0  Insertafootnote ..., 36+Option+F
Close @ dOCUMENt ............ceerrrrseseereeeeeeeeeeereeee gg+W  Insertanendnote ..., #6+Option+E
Move between open Documents ..............c.c........ E+~ (W Excel
SAVE AS oo 3¢ +Shift + ‘\5‘:}
Save a dOCUMENt......c.cviiieeeeeeeeeeeeee e, F#+S Moving Around
Print @ dOCUMBML.ovvvvsssmsssssssnssssnssnssssnsse FP ol A Ctri+Home
SPElChecK ... F7 Last UsSed Cell e Ctrl+End
Toggle Extend Mode..........ccceeerrrcrreeeecenes F8  GoTo ] e S F5
w Word Next Blank Cell in ROW.........cccoecvecincieiiniinns H+o
- Next Blank Cell in Column..........cccoceeevcccnnnns g+l
Formatting Characters Selecting
Change Case....l .............................................. Sh|ﬂ+F3 Select the current column ..., Ctr|+Spacebar
Increase Font S|Zle ..................................... g:g+Sh|ﬁ+ > Select the current row ..ooovveeeeil Shiﬂ+Spacebar
Decrease Font Size ..., F#+Shiftt < To Next Blank Cell in ROW.....ooo 38+Shift+=>
Formatting Paragraphs To Next Blank Cell in Column.................... B +Shift+ &
Single Ling SPaCiNg .............ooovorveereeeeeeeeeeeeeeeeen se+1 Al Cells around Current............ocovvvvvvvvve. 36+Shift+8
Double Line Spacing.........cccoouerciviciniiniciniinn, #+2  Date and time
172 Lin€ Spacing.........ccoovvvvvvvvvveiiiiiissssssie, 5 Insert cUent iMe ..oovvvvvvveveeeeeeeeeeeeeeeeeeeeeeeeeee 38+;
12 pt Space above paragraph..........c.cccooooveeeve. 0 Insert current date .................oooooeerrreeeeeeccnne Ctrl+;
Indent Paragraph..........ccccovvvvvviieiciennee. Ctrl+Shift+M .
o Miscellaneous
Outline View VIEW fOrMUIAS ........ooeeeeeeeeeeeee e Ctri+
Promote ........................................................ Shlft+Tab Create A CNAM F11
DEMOLE ... Tab  Edit iNKS .vvvveeeeeeeeceoeveeeeees Edit menu / Links
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Selecting text and objects
SeleCt Frame ..o F2
All objects (slide VIEW) ... F+A
All slides (slide sorter VIEW).........cccocevvrricecene. F+A
All text (OULlINE VIBW) ....cvvviieicciee e F+A
AN ODJEC.....ovi TAB or Shift+TAB
Formatting text
Left align ..o, o+l
Right @lign.......ccoiviiiiccc, #+R
Centre align ..., F+E
Change Case.........cccovvvnniiciiicccenes Shift+F3
Working in the slide view
NEW SHdE ..o, Ctrl+M
New Slide Same Layout ..........ccccceeueennneee. 38 +Shift+M
Slide show controls
Next slide.........cccovvrriirnnn. ENTER or PAGEDOWN
Display a black screen (10ggles) ........cccovvriireiririnines B
Display a white screen (t0ggles) .......ccovvvvvvvvrvrrrnnnee. W
End a slide ShOW.........ccovrrrrrcceeeeee ESC
Erase on-screen annotations............cccoevvvvevreirine, E
Go to next hidden slide ..........ccoovevririccecrene, H
Go to slide <number> ................. <number>+RETURN
Return to the previous slide.................... P or PAGEUP
Set new timings while rehearsing .............ccccevevnnne. T
Stop or start an automatic slide show........................ S
Use original timings while rehearsing ............cco...... 0
First slide .......ooooeeviriceeeeeccceen #+RETURN
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Microsoft Office Training 7
Outlook
Create a NEW M oo $#8+N
Mark an e-mail message as read...........c.cccovuene. FB+T
Mark as Unread...........c.ccceevereeerecrccenenns Fo+Shift+T
Switch 10 INDOX ....vcvcveveiiiie e, F+1
Send a message .....coovvveieeieinninicneinn, #+RETURN
Reply to @a message........ccovveeeverercveeieeeieenes F#+R
Forward @ mesSage. ........cocveueevereninicerieinniceis Fo+J
VBA
Run code in Editor........ooovvveeee F5
Step code in EdItOr.......ccvvverieiiieeee, F8
Toggle Breakpoint..........cccceevvriviiciinincceiesseenn, F9
StEP OVEN ..o Shift +F8
StOp COAE ..o Ctrl+Break
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