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S22 2lidse sl

MS WORD SHORTCUT KEY

1. Ctrl+A: To select the next, image and table (Chart) on the page together

2. Ctrl+B: To Express selected text like - word, sentence, paragraph, etc. in bold form.
3. Ctrl+C: Copying the selected content on the page.

4. Ctrl+D: To open the front Dialog box in Microsoft Word.

5. Ctrl+E: To place the selected text in the center of the page.

6. Ctrl +F: To search or Find ant text.

7. Ctrl+G: It is used to open the Go to Dialog Box.

8. Ctrl+H: It is used to open

9. Ctrl +1 : To convert the selected text into italic font.

10. Ctrl +1J: To justify the selected paragraph.

M. Ctrl+L: To align towards left a selected text on the page.

12. Ctrl+ M: To shift the selected text to the center.

13. Ctrl+N: It is used to print Word documents.

14. Ctrl+O: It is used to open the already saved Word document in the computer.
15. Ctrl+P: It is used to print Word documents.

16. Ctrl+Q: To Align towards left the selected text.

17. Ctrl+R: To Align rightwards the selected text.

18. Ctrl +S: To save Microsoft Word Documents.

19. Ctrl+T: It is used to apply hanging Indent to a paragraph.

20. Ctrl+U: This key is used to underline the selected text.

21. Ctrl+V: It is used to paste the cut or copied content of a document.

22. Ctrl+ W : It is used to close the open documents in Microsoft Word.

23. Ctrl+VY: It is used to redo in Microsoft Word.

24. Ctrl+Z: It is used to undo in MS Word.

25. Ctrl + [ : It is used to undo in MS Word.

26. Ctrl +] : This shortcut key is used to decrease the font size of a selected text by | point.
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