Shortcuts for Microsoft Word users:

Ctrl + B Bold highlighted selection

Ctrl + C Copy selected text

Ctrl + S Save file

Ctrl + X Cut selected text

Ctrl + P Print

Ctrl + F Open find box

Ctrl + I Italicize highlighted section

Ctrl + U Underline highlighted selection

Ctrl + V Paste

Ctrl + Y Redo the last action performed

Ctrl+ Z Undo the last action performed. (This shortcut is great when you don’t know what you did to cause that strange screen to pop up. It can also retrieve documents you’ve accidentally deleted.)

Ctrl + L Aligns selected text to the left of the screen

Ctrl + E Center selected text

Ctrl + R Aligns selected text to the right of the screen

Ctrl + M Indent the paragraph

Ctrl + Home Moves cursor to beginning of document

Ctrl + End Moves cursor to end of document

Ctrl + 1 Single-space lines

Ctrl + 2 Double-space lines

Ctrl + 5 Space-and-a-half lines

F1 Open Help

F7 Spell and grammar check

Shift + F7 Thesaurus check on highlighted word

F12 Save as

Shift + F12 Save

Alt + Shift + D Insert the current date

Alt + Shift + T Insert the current time

F2 Rename a file

More shortcuts can be found at http://www.computerhope.com/shortcut/word.htm
