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Keyboard Shortcuts Answer Key

	Results
	Keyboard Shortcut

	1.  Italicize
	Ctrl+ i

	2.  Underline
	Ctrl + u

	3.  Bold
	Ctrl + B

	4.  Copy
	Ctrl + C

	5.  Cut
	Ctrl + X

	6.  Paste
	Ctrl + V

	7.  Selects the entire document
	Ctrl + A

	8.  Opens up the Clipboard
	Ctrl + CC

	9.  Increase font size
	Ctrl + Shift + >

	10.  Decrease font size
	Ctrl + Shift + <

	11.  Single spacing
	Ctrl +1

	12.  Double spacing
	Ctrl + 2

	13.  1 ½ spacing
	Ctrl + 5

	14.  Turn on/off Print Preview
	Ctrl + F2

	15.  Deletes one word to the left
	Ctrl + Backspace

	16.  Delete one word to the right
	Ctrl + Delete

	17.  Insert the date
	Alt+Shift+D

	18.  Insert the time
	Alt+Shift+T

	19.  Turns on Show/Hide
	Ctrl+Shift+*   (Asterisk)

	20.  Ctrl+A
	Selects all
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	21.  F12
	Save As
	28.  Ctrl+J
	Justifies a paragraph

	22.  F4
	Repeats last formatting or repeats text
	29.  Ctrl+Click in a sentence
	Selects a sentence

	23.  Ctrl+Home
	Moves insertion point to the top of the document
	30.  Alt+Tab
	Changes the Active window

	24.  Ctrl+End
	Moves insertion point to the end of the document
	31.  Ctrl+D
	Open the Font dialog box.

	25.  Ctrl+R
	Right-aligns the insertion point
	32.  Shfit+F3
	Change case

	26.  Ctrl+L
	Left-align the insertion point
	33.  Ctrl+Z
	Undo

	27.  Ctrl+E
	Centers the insertion point
	34.Ctrl+Y
	Redo
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