DOTCOM COMPUTER INSTITUTE

M.S. Word/ Excel Shortcuts with CTRL from A-Z Alphabetically-:

CTRL+A Select Al IECITACE]
CTRL+B Bold e AT
CTRL+C Copy STt AT
CTRL+D Font Dialog box (Font Setting) B ST ST (Bi=e )
CTRL+E Centre Alignment THELE T UST G H Tl o oI
CTRL+F Find a phrase T I GISHT
CTRL+G Go to a specific page [EZNEINEAERNSIE ALY
CTRL +H Replace text with another text | 2 %1 GHT ¢ © sfge o folq
CTRL +1 Iltalic text TR T 3 A HEAT
CTRL +)J Justify text align S Tl STRIHTS L
CTRL + K Open Hyperlink HERUINED
CTRL+L Left align text T I AU T3S H TS FHLAT
CTRL+ M Indent a paragraph WU T2 L
CTRL+ N New File T HEA
CTRL+ O Open document TR § T < TS g Wied
CTRL+P Print fiie
CTRL+Q Remove paragraph formatting YUTEH BIHIT §eTd
CTRL+R Right align text SR o1 T3S T3S | U T
CTRL+S Save Word document TS I3 I AT L
F12 Save As LCRes)
CTRL+T Hanging indent UL
CTRL+U Underline text TR Tl FASTATEH L
CTRL+V Paste text e
ALT + CTRL+V | Paste Special U TITA
CTRL+ W Close Word document IS IS oG ol
CTRL + X Cut text TR T e HL
CTRL+Y Redo {ig
CTRL+Z Undo SRS
F1 Help T
F7 Spelling & Grammar AT 3T TR
CTRL+ Enter Page Break U ik
CTRL+ = Subscript R
CTRL + shift + = | Superscript guifishe
CTRL+> Increase Font size Thive T 915l JIQMU
CTRL +< Decrease Font size HI-< T TS T2




