	Keyboard Shortcuts for Microsoft Word XP-2002

	Menu
	Keyboard

	F1
	Universal Help Key

	F2
	Move Text or Graphics

	F3
	Insert Autotext Entry

	F4
	Repeats last action

	F5
	Execute Goto command

	F6
	Go to next pane

	F7
	Spell Check

	F8
	Extend mode

	F9
	Update selected fields

	F10
	Activate menu bar

	F11
	Go to next field

	F12
	File Save As


Keyboard Shortcuts for Microsoft Word XP-2002

	Menu
	Keyboard

	Ctrl + Home
	Move insertion point to top of document

	Ctrl + End
	Move insertion point to end of document

	Shift + F3
	Toggle capitalization of letters

	Ctrl + F4
	Close an open window

	Shift + F5
	Move to a previous revision

	Shift + F7
	Opens thesaurus

	Shift + F12
	Save

	Ctrl + F12
	Open

	Ctrl + Enter
	Inserts a page break

	Shift + Enter
	Inserts a line break

	Shift + F2
	Copy Text

	Ctrl + F2
	Print Preview


	Menu
	Keyboard

	Ctrl + F9
	Inserts a blank field

	Ctrl + C
	Copy

	Ctrl + V
	Paste

	Ctrl + Z
	Undo

	Ctrl + Shift + C
	Copies formats

	Ctrl + Shift + V
	Pastes formats

	Del
	Deletes a character to the right

	Backspace
	Deletes a character to the left

	Ctrl + Backspace
	Deletes one word to the left

	Ctrl + Del
	Deletes on word to the right

	Ctrl + B
	Bold

	Ctrl + I
	Italic

	Ctrl + U
	Underline

	Ctrl + 1
	Single spacing

	Ctrl + 2
	Double spacing

	Ctrl + E
	Center a Paragraph

	Ctrl + J
	Justify a paragraph

	Ctrl + L
	Left align a paragraph

	Ctrl + R
	Right align a paragraph

	CTRL+SHIFT+:
	Create a no breaking space

	
	


