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MS$ Office—2003

MS$-Office : 3 World Famous Package &, fGTo1dt 21T gaere a6 Office Work
(GIT - Document Preparation, Presentation, Data Base File, Web Page @er
Website Creation etc) @chﬁ% {6 G 21 3B Ziaerd fo1gT Elements
gt e & - MS-Word, MS-Excel, MS-PowerPoint, FrontPage, MS-Access
eIl

@3t ggat MS-Office, MS Dos (Microsoft Disc Opeérating System) &
giaetd Word Star @2t Lotus GiY Software @6 @4 3 3M=r &t TR Word 5.0,
Excel 3 @6 29 3i 5] 1995 Windows Operatifig System & (@2 SE=ITo=IT |
Office 1997 @& 9 3 MS-Access el PowerPoint @& el Introduce =it
STl 73] 2000 & FrontPage @@ Outlook GIIST 8T=M | 45 2003 H ST AT
Software @ Features # Si@Ical IS A5 2007 H SATRT 912 2T TFd
[CBATOTT |

S A9 Software 3 A EHPREA T A1 Software 2ol [GATR F a4 |

M.S. Word 2003

MS-Word far@a i gasiter foeer airet atat Word Processor & First Position
TR 2l AT JIcerd BRIl gdaeTe @ Letter, Application, Graphics, Table @er
Merged Document 3if@ 61 STRATET 2 ST G &1 SAT ST B Feature
Grr- Letter and Envelope, Table, File Password Protection, Multi-Column,
Drop-Cap, Text Box 8@ S8 3R 3ifeiee Agcaqot a&Td &

o 8 MS-Word 2003 @6t Start @6d & at Siek! arfdsTe Screen TR
fot#=1 Element f@oens @d & : -

Title Bar -
Title Bar a2 Window @t 1taT derm Working File @bT o111 f&erel 2t &1

S TR it Button 1d &, Minimize Button, Maximize Button, Close Button.
5orek rer-2 Control Menu Icon 97 gtar 21 31 aR Double Click a8
3 fgoer st Maximize Or Restore o621 Gat 21 212 Window 3 1&Tt T&&T &R
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Control Menu lcon —

Title Bar @ Left Corner & 3ufeera ag [con &t aR Click a6 < Gob
Menu, Open EIaT &, G Restore, Maximize Button, Minimize Button,
Size, Close 3@ Option su@ser Eid &, Control Menu Icon deard &l SA
Alt+Space Bar 91 Open 62t airar 21 3T Menu @&t Control Menu @& &

Minimize Button —
Title Bar @ Right Corner aR Suferd sl @&t Minimize, Maximize,

Close Button &1d 8, Minimize Button a2 Double Click a82a a2 Window
SAel SICT BN Gl & o6 a8 abaa Task Bar g feens sai 2
Shortcut : Alt+ Space Bar, N

Maximize Button —
22T Button, Maximize Button s6&aar &1 2 a2 Double Click @85

3 Windows, Screen @ @Rr@R Enlarge £F el 1 Enlarge et UR oI aicat
Restore Button & afoafdd &t oiar 2, 31 g Click a6t a° Window T&a a6t
AR A Ug A G &

Shortcut : Alt+ Spagce Bar, X

Close Button -
AT 3R teret Button, Close Button Etat &, forerar Window Close

BT E|
Shortcut : Alt+F4/ AlIt+E, X/ Alt+Space Bar, C

Menu Bar -

Title Bar @ Just afral safeerd ag Bar &Rt @63 1R Menu (Set Of

Command) @5t List &l &1 5i- FILE, EDIT, VIEW 3F Activate d6231 &
ferer F10 @et ga=ner grerar Alt a6 et UNDERLINED Character @6T SU=itst

BT &l

Tool bar -
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Office 2000 @@ 18 Tool Bar Use Eld &1 §&6 Tool Bar IR Ga6 &1 A& &b
BTl 26 (a1l b3 AR Options, Icon @ 2T # &1d &1 g2 Default Tool Bar =175

(1) Standard Toolbar (2) Formatting Toolbar(3) Drawing Toolbar
Ruler -
STEBT 3Tl Measurement @ &1 &6d 2, SIeb &1l Indentation,

Margin, Tab Stop Setting 3@ @6t Set Or Change 360 &1 3 & AebTR B &l &1
(1) Horizontal Ruler (2) Vertical Ruler

Scroll Bar —
Windows @ Contents @&t Left-Right, Right-Left, Up-Down, Down-

Up 3ife 569t o6 e Su=isr s60d & 3 21 Uekio a6 21 2
(1)Horizontal Scroll Bar ~ (2) Vertical Scroll Bar

Document Navigator —
Vertical Scroll Bar @ Just afrel o6 St sttar 3D-Button ElAT 21 S1e6

Z1or Document & 3ateerd fdigtest Elements Gior- Table, Footnote, Endnote,
Comment, Figure etc. AR %Qﬂﬁ@fuéw T AT &l

Views Button —
Horizontal Scroll Bar & Left Side & sateerd 4 Button, Views Bottom

BEaTd &l Sae groT Normal View, Print Layout View, Outline View, Web
Layout View @22 Git 16 &l

Status Bar —
Horizontal Screllbar.26 Just 312 SUieerd ag Bar &1 92 Document

Qrafeerd fafste= Information f@ens 2 &1 Page Number, Line Number,
Section Number, Number Of Page, Caps Lock, Scroll Lock @6t feetfcr 3nie |

Some Important Terms

Word Wrap -
aia Typing @6 AT S26 Line Complete &l GTcl &, @™ Cursor 3PTal

Line # Automatically 9g= Gal &1 && Process, Word Wrapping se&allcll &
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dermrrg Feature, Word Wrap S&aTcH 1

Selection Bar - .
Printed Layout i Page @ Left Side @ Margins Area @oT Selection Bar

BT Gl &l 31 a° Single Click @93t 3 §& Line Double Click @&t TR
Paragraph @elt Triple Click 26251 1 9ot Document Select ElAT &1

Office Assistant —
aiel 8 Help & &, @& §6 Pattern - Cat, Dog a1 Old Man &6t aRg feeens

&dT 21 391 Office Assistant Z6&T AT 21 a8 Word Qf qFai=eld A9 TeolR b
Question @ Answer ZaT &l AFT-AFAT TR Tips 5iQ Tricks s @ar &l

Menu Bar of M$-Word

MS-Word @ Menu Bar a2 9 Menu Display Eld &1 & [(FT BT & : -

File Menu

New = 5T Document STERIT Gl 2
Shortcut: Ctrl + N

Open = gzat 3 &5t gAdocument 26T open BT GTAT &1
Shortcut: Ctrl+ O

Save — 515 File @rNew Name 9 Save feeamaar 2l
Shortcut: Ctrl + S

Close — IAHTE SIFIE dbl 8153 (Bl G &1 Shift & 2Ter 49T Documents
ool Qo 1el Close 6o 2l
Shortcut: Ctrl + W

Save As Web Page — Active document @0 Web page @51 d2& save oo
aat el a& H.T.M.L.(Hyper markup language ) formula # Eldr |
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Version = Active Document @t Complete @23t @ aard Day-by-Day
Version &&d &1 3i1R THd Ugal UR et Particular Version @6 Open &%
B B

Page Setup — 31 3iaefd aie Page T Size, Margin, Layout, Header,
Footer, Border, Line Number, Section-Break 3e @6t Set 2T Change =i
STAT 2l

Print Preview — Document @&t Print @623 S G&al 2Bl View 222l 3dT & (b
File Print El=l 3 a@ Page T o1 A0E [@oars <ol

Print — 391 &1 Active Page @l Range of pages @I, Complete
Document @8, foB3Tt Particular Printer@ 1T Print fow=im e 21

Property — 516 3iaofa Active File @ &R & Information Gior - Author,
Manager, Company, Subject,Number Of Page, Number Of Paragraph 31t
Set Or Change fe@=I Gam &l

File Search — 527e6 3iadfa Word < 2igaf=erd o< 9T File @6t Search feeamam
BTl

Print Page Previéw ~ Active Document @6t {631 9T web browser T?
QT BT (el | fob dE web page TR dotT fegmi

Send to — Active Document @t e-mail, Fax fc&=im &1 /@6ar &1 My Document
3, Desktop IR Tg TG e &

Exit = MS-Word o1 && 62 fgan aar a2

Edit Menu

Undo — f[c6ar a3 aotat et Undone feeam amar sl
Shortcut : Ctrl+Z
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Redo — Undo {621 131 aprei{ et fUe O el alrei Giar &l
Shortcut: Ctrl+Y

Repeat — Gia 13 1 2l [U6Q o I3 ATed & dd Repeat 36T SUITST 260 &l
Shortcut : Ctrl+Y

Cut = Selected Text / Object @t Buffer Memory # 292 adl &, Or Selected,
Elements 2ol {ACT a6 S0 HAT H 8T (@1 aira & des<r Buffer Memory
& Contents 26! AT ATC aBaT 26 fer Paste o6 Giiar &l

Shortcut : Ctrl+X

Note — Buffer Memory, Temporary Storage Place &ldT & Siet Cut 3rerar
Copied Data @Bl 2921 GTdT 21 A€ Datd dsl dcb Store & & GIal Adh bls ST
Data, Cut 3rerat Copy 3 eIt G|

Copy - Selected Text, Object @t fAct far= Buffer Memory & Store o6t
@rat 2l Shorteut : Ctrl+C

Paste — Cut Or Copied Data @6t Buffer Memory & ara areed fes=im G 1
Shortcut : Ctrl +V,

Paste Special — Gi& &7 (S5 35521 Application Software <&f @15 Data Copy
#6° Current Document 3 @T=T @&d &! &l Paste Special 6T SU=ier i1z
Tt A fower anat &1 G- Word Document, Format (Show As Icon),
Picture, Formatted, Unformatted, Link Etc.

Paste as Hyperlink = fcest @& Document 3 a6 Document @& Data @&t
Copy @8R 2R Document 3 Hyperlink @t @& Paste =it Gan &, atice
Pasted Link @@ Click 2823t & Source Document Open &l (26|

Select all — 92 Document 26t Select i aT@T 21
Shortcut : Ctrl+A
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Clear (Delete) — Selected Text, Object @I Format grerar Without Format

9T Delete fapamamaral

Find = {637 Text, Format @6t Search feenaar 21
Shortcut : Ctrl+E

Replace = {537 search e ot Text, Format @6t {631 3e2r Text Or Format
A Replace foam@mar 21 Shorteut : Ctrl + H

GoTo — {2 Paste, Line, Section, Comma, Footnote, Endnote, Figure,
Book Mark 3@ nglTQﬂ??ﬁ@Tuéw I Al 5l
Shortcut : Ctrl+G

Link = Paste Special 9 Link @6 @28 Paste 2693 a? &g Option Highlight
EIaT &1 T 3186 FTRT Active Document & 3631 Starlgise 1 A€ o6l o1 STt
o feerol ot GRSt BTt febdT | fHerRI obT 37T 5119 3IaSe fd=T a1 b &1

Object — Select Object ot Edit 3rer@m Open = aam 1

View Menu
Normal View = ActiVe document @&l 3mRmett f Fress @6oa b ot

Normal View @&t Use foeam Gam &1 S Page Breaks, Margins,

Indentation Page Border 31z @5 2R Page Element [Gens #i&l &d &l I8
Word @t Default View Eldi &
Shortcut : Alt+Ctr]+N

Web Layout view = Current Document g&l 2T BT /ebdT &, o a8 Web
Browser TR a6 T f@oeE a1 |

Print Layout View — 321 View &I WYSWYG (What you see in what you
get) EIA &1 S iaeia 29T Page Element Gi<l - Page Border, Indentation,
Page Breaks, Section Break, Column Break Etc. f@oam=nza gl

Shortcut : Alt+Ctrl+P
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Reading Layout — 327 View &6T G297 ®Iga ab Contents 26! Reading a3t

%@ {2t GTAT 21 31 View # IGCTR 3ast ZIFRATR wisa @ Contents &BT Zoom In,
Zoom Out &R AeBaT zl

Outline View — 521 View @ 3iaafd Heading @t Promote Or Demote fc&=rt
e 21 Sub-Document 36T SITTRIT &1 {HACTRIT BT Akl 21 $RA6b JITTal [t Sub
Document. @61 Insert, Expand, Collapse Lock, Unlock 3t g7 fogerm @i
AeBAT &l

Shortcut :Alt+Ctrl+O

Ruler = Show arHide faeam o repar sl

Document Map — Outline View @6 &Rl &&lis oR=1 A9 Heading,
Subheading @&t Separate Pane 3 22T 3T A6l &I

Header And Footer — Document & Uceice Page TR <l Information @et
Page @ SaR aaild Set Or Change {62 o 1@t &1

Comment = Insert 9T Comment 26T & BT Al &1

Footnote and Endnote— Insert {6t a2 Footnote And Endnote @6t @&t
S AebdT 2l

Zoom — Page @& Contents @bl 10% - 500% @6 @R G AT &l FAH
mer-2mer Full Page, Two Page, Text Width 3fe a6 3meme g ¢t Document.
2T FLT Gl ATBAT &

Full Screen = Screen @ Maximum Area 9f Windows @& Contents @6l @22
oIt reedT 81 2197 Tool Bar et Hide fepart Gt repar 21

Thumbnail = Document 3 Saferd 19T Page @bl SIc 3Me6IR H Screen &
Left Side 3 Separate Pane 3 @21 3T fe6dl & |

Task Pane - {637 Particular 2672l a6t 26231 26 a2l Windows 26 Right Side #
3e6 Pane {@ens 2ar g, forar Show AT Hide foe=rt BT ieear 21
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Shortcut : Ctrl+F1

Tool bar = word 3 3ateerd {63 9T Toolbar @6t Show 2T Hide few=im @im et
zl

Insert Menu
Break — 321 Z2T Page Break, Section Break @em Column Break Insert

feBel G Ared B

Data and Time — Cursor @1 Current Position AR fafgis=T Styles & Date Or

SN

Time Insert fepa Gt AeBA 21

Symbol = Keyboard TR zrgateerd fafssarCharacter or Symbols @t Cursor
6! Current Position 9 Insert (6211 BT A6l &

Page Number — Page @ Headér, Footer &1 Left, Right Center, Inside Or
Outside a2 Page Number Insert fcB=rt T (ewar 21

Auto Text — 527a6 21 9Tt Text Entries Insert (Static) @6l Gl &1

Field = 5216 zror 9T Text Entries Insert a6 Gielt 21 alfcest o Text Entries
Dynamic i &l

Comment = Selected Word Or Phrase @ fer=r &6 Description Type feearm @i
a1 forer Document A Separate 2Tt Print 6T BT 1e6dl &1

Footnote - 3& Comment @l A28 &l &, alichal So& Page @ attd (Foot Note)
demrDocument &6 3isct & Print 362 (b &

Caption — {531 Table, Figure, Picture, Formula 31fe & féter [tem Number
fer G QTR 2l

Cross Reference — Insert {6 o1 Caption @& 3meme aR o6 o Item Ao
qE AT o ABAT &

Graphies-By
09




Picture — 527 &1 Clip Art, Word Art, Auto Shapes @el fa6d7t Picture @0t
Insert oG aMATEI

File — gaal &=t éﬁ%’éﬁ File aoT Active Document & Insert fepaIt &1 rebar
2l

Diagram — 3 T fafgest Diagram, Organization Chart, Cycle
Diagram, Radial Diagram, Pyramid Diagram, Venn Diagram, Target
Diagram =TI Gl [k d &l

Text box — Text Box Insert faea Gt 2apdr &1

Object — BT 9T Application Software @ Elements ol Insert foBarm &
ABATE

Bookmark — Document 7 3diRerd fodft Page g fa6<T Particular @ela abt
3eB A & [@AT anar 21 {519 Book Mark @eed 2, 3ieT GoTo é?uézu ST ATBAT Bl

Hyperlink = Sclected Word 3t foB<Tt 3= File ool GiST Gl 7e6dT 2

Format Menu

Font — Selected Text/@ Font Type, Size, Style, Color, Character,
Formatting, Text, Spacing, Text Position, Text Scaling, Text Effect 3 @ot
set or change [SB=IT &I AreBAT &1

Ctrl+D

Paragraph — Sclected Paragraph @& Element (Left, Right, 1st Line,
Hanging), Special, Indent, Spacing, Line Spacing, Before And After, Line
And Page Breaks 31f@ @0t Set Or Change fcg=rm @t 21 Line Or Page Break
Window Often Control, Keep With Text, Keep Line Together, Page Break
Before, Suppress Line Number Or Don't Hyphenate 3@ Option Eld &1

Bullets and Numbering = Sclected Paragraph @2 Line Number, Bullet Of
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List @emOutline Number Apply fo&eI Gt e 2

Borders and Shading = Sclected Paragraph g Active Page a? Border
Apply fere o oreear 21 @er Shaded Color, Set foB=IT T ofeBaT 21

SN

Column = News Paper Style 3 a3 1R Column =TTl G 1&6d &

o\ oy

Tabs — 52136 T Active Document 3 Tab Stapes Set Or Change fc&=r ad &
I Tab Stop, Left, Right, Center, Bar, Decimal &l iebd 1

Drop cap — Paragraph @ uzgal Character @bt 321aT Set Of Character 261 &l 21T
&1 1 31{erep Line 26 SRI6R 5T (o2l BTl Aebdl &

Text Direction — Text Box & faeet Contents 6T Direction 36l SGET GIT 26T
21517 - Top to Bottom, Bottom to Top, Left To Right

Change case — Selected Font @ Case @1 Change fo6aIt aiat 21 3T- Proper,
Case, Upper, Case, Title Case, Lower Case, Center Case, Toggle Case.

Themes — 57 3ia@ld@ Web Pages @t Themes Document & Page a2 Apply
gt et el Apply @rsrEii Themes, Web Layout View & f@oemel i &1

Background — Document @ Pages a? Single Color, Double Color,
Present, Texture, Patterns, Pictures 30f@ @6t Background @ 9 # Apply
BT G 2!

Note — Background Printa&! Elar 2|

Frame — Web Pages TR G 91 3121a6 Docuent 36T §ab 1TeT @ %Tal & f@r= Page
ool B3 FTIT A Slie (G ST &1 SAUcch FT 6l Frame Zo&8d &

Style — Usal T &=t g21 Paragraph Style, Selected Paragraph @@ Apply @6t it

el 81 New Paragraph Style &/&13 G (a6l 81 301° YT Style # Change
T oI BT &
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Reveal Formatting — Selected Content IR Apply @6t 8=t Formatting ot

QBT GT ABAT &l

Object — Selected Object @ fer=r Foreground, Color, Background Color,
Line Color, Line Width, Line Style, Object @61 Size, Wrapping Option 31
&1 Set Or Change fcB=1T G (BT &1

Tool M_enu -
$pelling and Grammar = 327 3iaeta Active/Document # Sareerd

Spelling 37 Grammatical Mistakes @oT [GR2AT &l B11R Gog &l Bl b ferer
Suggestions Provide Zarzl

Language — 321& 3iaefd Document/d SUaseT oot @tet aat J=1a o6 @
Language @01 Set Or Change fee=ri@iten 21 Selected Word @6 f@=r Antonyms
or Synonyms @l GT 1&6d & 3l Hyphenation Apply o ot reear 21

Auto Correct — 52726 3iadfaaled Spelling @bl M&! eIt GTa 21 Sentence &
aEal 31&TR o, (@51 b altdl db Uaal 31872 @bl Capital Word 3 31Tl aTail otarcl st
3TTa1 31T AE! [S=r G el &

Auto Summarize — 296 3iaefd Document &I Summary &t 10%, 20%,
25%, 50%, 75%, 100 word, 250 Word 3IT{E 3t 28T 3T e 2|

Protection = Document & Contents a6t §a6 Password 26 ZTT Q8T BT (a6l
& el 2613 AT User Document 3 a61g Al o1 96 A6 |

Track change = 52766 3d9(d File 26! Save @623 &b T2ATA &1l dtal AT
afeadst set Highlight femerm om orebdt 21 5112 aie 3 fee orer afeart=t abt Accept
iR Reject fopemama &1

Compare and merge Document — {cBs&! 2l Document 26 Compare faa=it
I BT 21 3R &lail @ Contents 2ot fHaTeER Ge6 Document S=TT=IT AT 21

Letter Wizard — {537 971 gabTR @ Letter @61 Step By Step [@i@ &d g4
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SITRATAT O SEATAT BT ABAT &l

Labels and Envelopes— 521a 3iaefd Labels and Envelopes Create o=t
ad &l

Mail merge — 32ia 3iaafa Gob Data File @bt Gab Letter File @b 2iter Merge
foper araT 8, dtfee Data File @6 Ocdieb Record ot Letter File @& 2met Use fopart
G AR |

Merge Document — Track Change fc&=r orr @t Shared Document @bt ARl
# Compare BT ST &1

Macro - 3eb 3iaeld a3 ATl Commands 26T G sTH T Save (Record) @62
QAT & 5iTR FNALTEATIRATR ST H & M6 5l

Customize = Sk 3idefd @B Toolbar @6l &&=/ =T G QAcear Bl
Rename, Show, Hide fo=m @it e6ar &1 Commands / Menu, Add 2T Remove
foper G 21 ZRTee 2Arer-2ftel Toolbar @ Icon @t Large / Small fow=im et 21
Shortcut Key, Screen Tip 3(c 6T @22l Gt A6 &

Option — M.S. Word 2 RfFaizerd A9 geste a6t Setting Set Or Change &1 G
ATBAT &l

Tables Menu

Row table — 327 Option@t Choose a5d &f 3a6 Pencil feeeng 2l 21 frerdt
& 31951 ST TR Table Design 262 fe6d &l

Insert — 5276 3iastd Table, Row, Column 3R Cell Insert a61 BT (6l &1
Delete = Row, Column, Cell Or Table & Delete fee=rm amar &

Select = Row, Column, Cell or Table, Select 5t BT Bl 21

Graphies-By
R - i



$plit cell = Active cell BT & T @l <7 31Te1eB Rows 2T Column H ST BT HebdT
2l

Merge cell = 2Tt 3 31t21e6 Cell 26t fA@mes? Single Cell & Change fog=m
BT el

$plit Table = Current Row & Table @6t &1 911 A sllcT Gl &l

Auto Format - tzai <1 55311 g2l abar? Style ActiveTable TR A pply a6t el 21

Auto fit = 527 31l Table @ Content g8t Auto Fit & airat 21 Contents
o6 3MEMR TR, AT Column 26 ZMEMR TRy AT Row 26 SMENR TR

Heading Rows Repeat — Selected Top Most Rows @bt Icies Page TR
Repeat =i G et 2
Note — Table 26T 3% page ASST et ANSS|

Convert — Table @ Contents @bl fee<T Field @6 3Mene a? a@d AT sicd oo A
Arrange =T GTAT 21

Formula = Table @& Contents @2 Formula Set {6 G ofeBd & Gt Add,
Average, Max, Min 3l |

Table Properties = 527 31aa(d Table or Table @& Contents & Element a6t
Set Or Change fem=IT Gita 81

Windows Menu

New = Same Contents 9575 Window 9Tca &1 Gl &1

$pilt = Active Window 26T & ST J ST ST & aliel &l 3i@sT- 3@t Content
BT GTB ATET BTN BT A |
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Arrange — 19T Opened Windows @bt Cascade, Title, Horizontally,

Vertically Arrange foeanamar 2

Help Menu

Help — {5637 Particular Topic @R Help Grca ast amet &1

Show / Hide office Assistant — Office Assistant Show 2T Hide foBam o
AeBdT 2l

What's This = 5 37 Option T Choose 8690 &, aa §ab 2 (Question Mark)
Appear ElaT 21, {5t Windows @6 el Element a° Click @823t 9 Element 6
ar 3 Help Arcd &t 21

KEYS FOR WORKING WITH DOCUMENTS

To Press
Create a new document CTRL+N
Open a document CTRL+O
Close a document CTRL+W
Split a document ALT+CTRL+S
Save a document CTRL+S
Quit Word ALT+F4
Find text, formatting,@and special items CTRL+F
Repeat find ALT+CTRL+Y
Replace text, specific formatting, and special items CTRL+H
Go to a page, bookmark, footnote, table, comment, CTRL+G

graphic, or other location

Go back to a page, bookmark, footnote, table, ALT+CTRL+Z
comment, graphic, or other location

Browse a document ALT+CTRL+HOME

Cancel an action ESC

Undo an action CTRL+Z

Redo or repeat an action CTRL+Y

Switch to page layout view ALT+CTRL+P

Switch to outline view ALT+CTRL+O

Switch to normal view ALT+CTRL+N

Move between a master document and its subdocuments CTRL+\

Change the font
Change the font size
Increase the font size

waphies-By
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CTRL+SHIFT+F
CTRL+SHIFT+P
CTRL+SHIFT+>
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Decrease the font size

Increase the font size by 1 point
Decrease the font size by 1 point
Change the formatting of
Change the case of letters
Format letters as all capitals
Apply bold formatting

Apply an underline

Underline words but not spaces
Double-underline text

Apply hidden text formatting
Apply italic formatting

Format letters as small capitals

Apply subscript formatting (automatic spacing)

CTRL+SHIFT+<
CTRL+]

CTRL+[
CTRL+D
SHIFT+F3
CTRL+SHIFT+A
CTRL+B
CTRL+U
CTRL+SHIFT+W
CTRL+SHIFT+D
CTRL+SHIFT+H
CTRL+I
CTRL+SHIFT+K
CTRL+EQUAL'SIGN

Apply superscript formatting (automatic spacing) CTRL+SHIFT+PLUS SIGN

Remove manual character formatting
Change the selection to Symbol font
Display nonprinting characters
Review text formatting

Copy formats

Paste formats

Single-space lines
Double-space lines

Set 1.5-line spacing

Center a paragraph

Justify a paragraph

Left align a paragraph

Right align a paragraph
Indent a paragraph from the'left
Remove a paragraph indent from the left
Create a hanging indent
Reduce a hanging indent
Remove paragraph formatting
Apply a style

Start AutoFormat

Apply the Normal style

Apply the Heading 1 style
Apply the Heading 2 style
Apply the Heading 3 style
Apply the List style

CTRL+SPACEBAR

CTRL+SHIFT+Q

CTRL+SHIFT+* (asterisk)

SHIFT+F1 (then click the text
whose formatting you want to review)

CTRL+SHIFT+C

CTRL+SHIFT+V

CTRL+1

CTRL+2

CTRL+5

CTRL+E

CTRL+J

CTRL+L

CTRL+R

CTRL+M

CTRL+SHIFT+M

CTRL+T

CTRL+SHIFT+T

CTRL+Q

CTRL+SHIFT+S

ALT+CTRL+K

CTRL+SHIFT+N

ALT+CTRL+1

ALT+CTRL+2

ALT+CTRL+3

CTRL+SHIFT+L

Keys for editing and moving text and graphics

To
Delete one character to the left
Delete one word to the left
Delete one character to the right
Delete one word to the right
Cut selected text to the Clipboard
Undo the last action

Press
BACKSPACE
CTRL+BACKSPACE
DELETE
CTRL+DELETE
CTRL+X
CTRL+Z
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Cut to the Spike

Copy text or graphics
Move text or graphics
press ENTER)

Create AutoText

Paste the Clipboard contents
Paste the Spike contents
A line break

A page break

A column break

An optional hyphen

A non breaking hyphen
A non breaking space
The copyright symbol

The registered trademark symbol

The trademark symbol
An ellipsis

CTRL+F3
CTRL+C
F2 (then move the insertion point and

ALT+F3

CTRL+V
CTRL+SHIFT+F3
SHIFT+ENTER
CTRL+ENTER
CTRL+SHIFT+ENTER
CTRL+HYPHEN
CTRL+SHIFT+HYPHEN
CTRL+SHIFT+SPACEBAR
ALT+CTRL+C
ALT+CTRL*+R
ALT+CTRL+T
ALT+CTRL+period

Select text and graphics
Select text by holding down SHIFT and pressing the key that moves the insertion

point.

To extend a selection
One character to the right
One character to the left
To the end of a word
To the beginning of a word
To the end of a line
To the beginning of a line
One line down
One line up
To the end of a paragraph
To the beginning of a'paragraph
One screen down
One screen up
To the end of a window
To the beginning of a document
To include the entire document
To a vertical block of text
and then use the arrow keys;

press ESC to cancel selection mode
To a specific location in a document

selection mode

Press
SHIFT+RIGHT ARROW
SHIFT+LEFT ARROW
CTRL+SHIFT+RIGHT ARROW
CTRL+SHIFT+LEFT ARROW
SHIFT+END
SHIFT+HOME
SHIFT+DOWN ARROW
SHIFT+UP ARROW
CTRL+SHIFT+DOWN ARROW
CTRL+SHIFT+UP ARROW
SHIFT+PAGE DOWN
SHIFT+PAGE UP
ALT+CTRL+PAGE DOWN
CTRL+SHIFT+HOME
CTRL+A
CTRL+SHIFT+FS,

F8+arrow keys; press ESC to cancel

Select text and graphics in a table

To
Select the next cell's contents

Select the preceding cell's contents
Extend a selection to adjacent cells

key repeatedly

Press

TAB

SHIFT+TAB

Hold down SHIFT and press an arrow

Select a column Click in the column's top or bottom cell. Hold down SHIFT and
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press the UP ARROW or DOWN ARROW key repeatedly

Extend a selection (or block)

Reduce the selection size
Select an entire table

CTRL+SHIFT+F8, and then use the
arrow keys; press ESC to cancel
selection mode

SHIFT+F8

ALT+5 on the numeric keypad

Move the insertion point

To move
One character to the left
One character to the right
One word to the left
One word to the right
One paragraph up
One paragraph down
One cell to the left (in a table)
One cell to the right (in a table)
Up one line
Down one line
To the end of a line
To the beginning of a line
To the top of the window
To the end of the window
Up one screen (scrolling)
Down one screen (scrolling)
To the top of the next page
To the top of the previous page
To the end of a document
To the beginning of a document
To a previous revision

Press
LEFT ARROW
RIGHT ARROW
CTRL+LEFT ARROW
CTRL+RIGHT ARROW
CTRL+UP ARROW
CTRL+DOWN ARROW
SHIFT+TAB
TAB
UP ARROW
DOWN ARROW
END
HOME
ALT+CTRL+PAGE UP
ALT+CTRL+PAGE DOWN
PAGE UP
PAGE DOWN
CTRL+PAGE DOWN
CTRL+PAGE UP
CTRL+END
CTRL+HOME
SHIFT+F5

To the location of the insertion point when the document was last closed

SHIFT+F5

Move around in a table

In a table, to move to the
Next cell in a row
Previous cell in a row
First cell in a row
Last cell in a row
First cell in a column
Last cell in a column

Press
TAB
SHIFT+TAB
ALT+HOME
ALT+END
ALT+PAGE UP
ALT+PAGE DOWN

Previous row UP ARROW
Next row DOWN ARROW
Insert paragraphs and tab characters in a table
To insert Press
New paragraphs in a cell ENTER
Tab characters in a cell CTRL+TAB
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