
 

 

 

 

 

 

 

 

 

 

Word 2007 

Appendix A 

Keyboard Shortcuts   



Quick Reference Guide for Word 

Many commands in Microsoft Word can be carried out using keys on the 
keyboard. Some of the most commonly used keyboard shortcuts are listed in 
the following table.  
 

Office Menu Shortcut 

Open an existing document Ctrl+O or  Ctrl+F12 

Open a new document Ctrl+N 

Save a document Ctrl+S 

Save As     F12 

Print Preview Alt+P then V 

Print Ctrl+P 

 

Move around 

One screen down Page Down 

One screen up Page Up 

Beginning of a line or row Home 

End of a line of row End 

Beginning of a document Ctrl+Home 

End of a document Ctrl+End 

End of a column Ctrl+Down arrow 

Top of a column Ctrl+Up arrow 

Selecting Text 

Begin highlighting text Shift+any arrow keys 

Remove the highlight Any arrow key 

Editing 

Find Ctrl+F 

Cut Ctrl+X 

Copy Ctrl+C  

Paste  Ctrl+V 

Undo Ctrl+Z 

 

To move Keystroke 

One character  or  

One line  or  

One word Ctrl+  or Ctrl+  

One paragraph Ctrl+  or Ctrl+  
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Beginning of line Home 

End of line End 

Beginning of document Ctrl+Home 

End of document Ctrl+End 

Formatting 

Bold  CTRL+B or CTRL+SHIFT+B 
Center Paragraph CTRL+E 
Normal        ALT+CTRL+N 
Apply Heading1      ALT+CTRL+1 
Apply Heading2 ALT+CTRL+2 
Apply Heading3 ALT+CTRL+3 
Apply List Bullet CTRL+SHIFT+L 
Underline CTRL+U 
Align Center CTRL+E 

New Shortcut in Word 2007 

 



Create international letters using a US keyboard 

 

TO PRODUCE   PRESS 

à, è, ì, ò, ù    CTRL+` (accent grave see ~ key), release then type 

À, È, Ì, Ò, Ù    the letter.  

 

á, é, í, ó, ú    CTRL+’(apostrophe), release then type the letter 

Á, É, Í, Ó, Ú     

 

â, ê, î, ô, û    CTRL+SHIFT+^ (caret), release then type the letter 

Â, Ê, Î, Ô, Û     

 

ã, ñ, õ     CTRL+SHIFT+~ (tilde), release then type letter 

Ã, Ñ, Õ     

 

ä, ë, ï, ö, ü, ÿ    CTRL+SHIFT+: (colon), release then type letter 

Ä, Ë, Ï, Ö, Ü, Ÿ    

 

å, Å     CTRL+SHIFT+ @, release then type a or A 

      

æ, Æ     CTRL+SHIFT+ &, release then type a or A 

      

œ, Œ     CTRL+SHIFT+&, release then type o or O 

      

ç, Ç     CTRL+, (comma), release then type c or C 

      

ð, Ð     CTRL+’ (apostrophe), release then type d or D 

      

 

ø, Ø     CTRL+/   release then type o or O 

      

¿     CTRL+ALT+SHIFT+? 

¡     CTRL+ALT+SHIFT+! 

 
ß     CTRL+SHIFT+&+s 
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