Microsoft Word 97 Quick Reference

You want to:
Mouse Move
Menu
Keyboard

Bold selected Text
Click Bold button
Format-->Font
Ctrl + B

Italicize text
Click Italicize button
     “            “
Ctrl + I

Underline text
Click Underline button
     “            “
Ctrl + U

Select one word
Double click on word

Ctrl +shift +(
Select a line
Click in selection bar to

Shift + ( at 

 left of line 

 begin of line

Select some words
Drag mouse from begin

F8 then arrow 
to end

keys until words 


are selected

Select a paragraph
Double click selection bar

Ctrl + click

Select all text
Triple click selection bar

Ctrl + A

Undo Last change
Click undo button
Edit---> Undo
Ctrl + Z

Redo last undo
Click redo button
Edit---> Redo
Ctrl + Y

Display non-print
click ¶ button
Tools---> Options
Ctrl+Shift+*

  Characters

Move insert to begin
scroll up & click

Ctrl + Home

         and to end


Ctrl + End

Center paragraph
Click Center button
Format--->Paragraph
Ctrl + E

     Left align 
    “ left align button
     “                  “
Ctrl + L

     Right align
   “  right  “       “
     “                  “
Ctrl + R

     Justify
   “  justify “      “
     “                  “
Ctrl + J

Context help
click on Help button
Help
Shift + F1

On-line Help

Help
F1


Double space lines

Format--> Menu
Ctrl + 2

Single space

     “              “
Ctrl + 1

Insert Page break

Insert---> Break
Ctrl + Enter

For More Keys
Click Help--->Index--->K --->Keyboard short cuts

[image: image1.wmf]
(Ruth MacKinnon

28/09/97 wordkey.doc


