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Command Name Modifiers Key Notes
Outline Collapse | o+ + -
Grow Font fTRE] + foHFT] + .
Shrink Font One o) + [
Point
Toggle Master [y + \
Subdocs
Grow Font One fere) + ]
Point
Outline Expand AT+ fEET) + =
Subscript ferm) + —
Superscript fTRE] + foHFT] + —
Open or Close Up | [+ [Tl
Para
Apply Headingl [P + o) + i
Show Headingl AT+ fEET) + il
Single Space + i
Para
Space Paral e + il
Apply Heading2 [P+ o) + ]
Show Heading2 AT+ fEET) + ]
Double Space + ]
Para
Space Para? e + ]
Apply Heading3 AT+ [ + £l
Show Heading3 AT+ [+ £
Lock Fields o) + £l
Show Heading4 AT+ fEET) + T
Unlock Fields [y + [T
Show Headingb AT+ [+ E]
1.5 Space Para o)+ £l
Space Paralb ey + £l
Show Heading6 AT+ [+ ]
Unlink Fields [y + [
Show Heading? AT+ [T + T
Show Heading8 AT+ [T + £l
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Show All [T+ [+ ]
Show Heading9 AT+ feheT] + £l
Show All LT+ ST+ ]
Headings
Show All AT+ [+ 2]
Headings
Select All ferey) + 2l
All Caps feree] + fsF) + 2]
Bold fer) + £
Bold [T+ e + £
Undo ferm) + z]
Redo [T + freT) + Backspace
Delete Back Word | fmy+ Backspace
Close Pane AT+ foE] + ]
Copy o)+ £
Copy Format ey -+ fSHFT) + )
Normal Style T+ o] + o
Select All fermy + ]
Endnote Now AT + e + £l
Date Field ]+ fomET] + £l
Font feree) + £l
Double Underline fSTRL) + fSHFT) + [OH
Delete Word e + DEL
Cut foHFT] + o)
Line Down ]
Next Object o)+ 3]
Outline Move )+ fomET] + il
Down
Para Down o)+ il
Para Down Extend TR + T + 3]
Line Down Extend | )+ 53
Mail Merge Edit AT+ [T + £l
Data Source
Center Para ey + [
Revision Marks flTRL) + freET) + [
Toggle
End of Line )
End of Row )+ el
End of Row )+ orET] + [
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End of Document e+
End of Doc fTRL) + fsHF) + =)
Extend
End of Line fsFT] + =
Extend
Cancel
Footnote Now A+ fetee) + ]
Merge Field [T + freT) + G|
Find e + (G
Font [T+ e + (G
Help
Next Field i)+
Microsoft System [+ fere) + )
Info
Prev Field ]+ feHET) + )
Tool fstiFT]) + ]
Menu Mode
App Maximize i)+
Doc Maximize [y + Fio
Next Field il
VBCode i)+
Microsoft Script | pol+ge+
Editor
Lock Fields e + i
Unlock Fields e -+ fSHFT]) + G|
Prev Field fsrFT) +
Save As
Open e + ]
Print e -+ fSHFT) + Fiz
Save [T+ Fiz]
Move Text 2]
Open A + ey +
Save A + T +
Print Preview fermu) + fz]
Copy Text [T + 2]
Auto Text
Create Auto Text | puj+
Spike )+ F3 ]
Spike feTR) + fEFT) + F3 ]




SoftwareTeacher, Inc.

Authorized Microsoft Office Training, Testing & Certification Center

A T— www.softwareteacher.com

_u.0ffice
e softwareteacher@msn.com

Authorized Testing Center

Command Name Modifiers Key Notes
Change Case [T+ 2]
Redo or Repeat
Close or Exit o]+
Doc Close fmeu) + E8)
Repeat Find [T+ £
Go To [
App Restore Ao+ )l
Doc Restore femeL) + £l
Bookmark fleTR) +- fSHFT] + El
Go Back [EHFT) + 8]
Other Pane [
Next Window ]+
Prev Window A+ fsheT] +
Next Window TR+ £l
Prev Window [lETRU) -+ fSHIFT) + £l
Other Pane fSHFT -+
Proofing £
Next Misspelling | fo)+ 2
Translate Pane AT )+ feiET] + £l
Doc Move TRy + £l
Update Source [lETRU) -+ fSHIFT) + 2
Thesaurus [T + 8]
Extend Selection
Macro far] +
Doc Size TR+ 8]
Column Select [lETRU) -+ fSHIFT) + £l
Shrink Selection SHFT) +
Update Fields [
Field Codes o+ £
Do Field Click [T+ oHET] + £l
Field Chars feree] + kel
Unlink Fields fTRE) + foHFT) + ke
Toggle Field [T +
Display
Go To TR + Kl
Word Count List SR + fsHFT) + ]
Replace e + [
Hidden flETRL) + SiFT] + G
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Start of Line =
Start of Row o)+ £
Browse Sel ]+ feTRe + (=
Start of Row BT + foHFT + (=
Start of ferey) + =
Document
Start of Doc fSTRL) + fSHFT) + (=
Extend
Start of Line foHFT] + £
Extend
Print Preview [P + o) + [
Mark Citation AT+ g + [T
Italic ferm) + ]
Italic [T+ fSFT] + ]
Overtype Insert
Copy m+ Insert
Paste [T + Insert
Justify Para e+ [PH
Distribute Para fTRL) + frE) + [F)
Auto Format A + ey + 1
Mail Merge Check | ]+ [ae)+ K1
Hyperlink e + (8
Small Caps feTR) + fEET) + (03]
List Num Field o) + e + ]
Outline Show )+ g + £
First Line
Left Para ferey) + )
Apply List flTRL) + frE) + )
Bullet
Char Left [l
Web Go Back i)+ [
Outline Promote BT + fsHFT) + [G]
Word Left ferm) + )
Word Left Extend flTRL) + freET) + (]
Char Left Extend fsrFT) + [
Annotation A+ fe) + )
Mail Merge to AT + forFT) + )
Printer
Indent feree] + o
Un Indent feTR) + fEFT) + )
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Normal AT+ TR+ T
Mail Merge to AT+ feheT] + )
Doc
New feree) + o
Normal Style fTR] -+ orFT) + T
Select All ferey) + 2l
Mark Table of L) + fHFT) + o
Contents Entry
Open fer) + ]
Page AT+ ) + £]
Page Field AT+ fEET) + £l
Print ferm) + £l
Font Size Select fSTRL) + fSHFT) + [l

D)
ol
pu

Page Down

End of Column A+ £
End of Window AT + e + PoY
End of Window [T + feTRd) + femFT) + pov
Extend

End of Column AT+ feE) + .
Browse Next TR + (]
Page Down Extend feFT] + £
Page Up
Start of Column i)+
Start of Window A + [T +
Start of Window [T + feTRd) + fehFT) + o)
Extend

Start of Column [ + [T + o)
Browse Prev R +
Page Up Extend [T+
Reset Para ) + @
Symbol Font fSTRL) + fsHFT) + e
Header Footer LT + frET) + [0
Link

Right Para feru) + [0
Word Count ferR) + fEFT) + £
Recount

Redo or Repeat A+ fenen
Style Separator [T+ ferRd) + Enten |
Page Break e + EnTEn |

]
2]
5
m
£l

Column Break feTR) + fEFT) +
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Char Right o)
Web Go Forward i)+ Pl
Outline Demote AT+ feeT] + Pl
Word Right o) + Pl
Word Right [T+ [+ o)
Extend
Char Right [T+ Al
Extend
Doc Split A+ ferRy + £
Save fermy + ]
Style [T+ e + ]
Reset Char ferey) + Space
Time Field AT+ fEET) + Tl
Hanging Indent [y + [l
Un Hang feTRL) + fsHFT) + Tl
Update Auto AT + e + h
Format
Update Fields [T + freT) + [Th|
Underline ferey) + o
Underline feTRL -+ [T+ ]
Line Up r
Prev Object o+ )
Outline Move Up AT+ fEET) + [
Para Up e+ ol
Para Up Extend fSTRL) + fSHFT) + Tl
Line Up Extend [T+ [l
Auto Text A + [T + [V
Paste o)+ vl
Paste Format TR + T + v
Doc Close e + ]
Word Underline feTR) + fEET) + w
Toggle Character )+ [T
Code
Mark Index Entry [+ femE) + X
Cut ferm) + ]
Repeat Find ]+ ferRe] + il
Redo or Repeat fereu) + T
Go Back A+ fe) + ]
Undo fer) + £
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Reset Char fTR] -+ orFT) + ]

Notes:
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Spike s oy | e | e Fields Fiolgs | Fil it
Next Field AvtoToxt | Wordo7 Word 97 M’i\éi)gzll Macros Sl ;F/('E'\i oedar | Veow®
Prgi\gilc()jus File Save
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