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Formatting Text Using Shortcuts in Word

Here are some interesting shortcuts in Word that related to formatting text and applying styles in Word.
Changing the Font
	Change the font
	Ctrl+Shift+F

	Opens the Font Dialog box
	Ctrl+D

	Opens the Font Dialog box
	Right click your document and left-click Font

	Change the font size
	Ctrl+Shift+P

	Increase the font size
	Ctrl+Shift+>

	Decrease the font size
	Ctrl+Shift+<

	Increase the font size by 1 point
	Ctrl+]      (bracket)

	Decrease the font size by 1 point
	Ctrl+[      (bracket)

	
	

	Change the case of letters
	Shift+F3 (All caps; Lowercase, and Title case)

	Format letters as all capitals
	Ctrl+Shift+A

	Apply bold formatting
	Ctrl+B

	Apply an underline
	Ctrl+U

	Underline words but not the spaces
	Ctrl+Shift+W

	Double-underline text
	Ctrl+Shift+D

	Apply italic formatting
	Ctrl+I

	Format letters as small capitals
	Ctrl+Shift+K

	Apply subscript formatting
	Ctrl+Equal Sign

	Apply superscript formatting
	Ctrl+Shift+Plus Sign

	
	

	Display nonprinting characters (show/hide)
	Ctrl+Shift+*

	
	

	Single-space lines
	Ctrl+1

	Double space lines
	Ctrl+2

	Set 1.5 line spacing
	Ctrl+5

	Add or remove one line space preceding a paragraph
	Ctrl+0 (zero)


Changing the Font Style—Font style is a set of formatting features applied to text
	Apply a style  (Selects the Style dialog box on the Formatting toolbar)
	Ctrl+Shift+S

	Start AutoFormat
	Alt+Ctrl+L

	Apply the Normal style
	Ctrl+Shift+N

	Apply the Heading 1 style
	Alt+Ctrl+1

	Apply the Heading 2 style
	Alt+Ctrl+2

	Apply the Heading 3 style
	Alt+Ctrl+3

	Apply the List style
	Ctrl+Shift+L
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