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Word 365              Quick Reference Card
The Word 365 Screen Keyboard Shortcuts 

File tab 

Quick Access Toolbar 
I Title bar 

[j '( Calibri(Body) ·Jll • A0 A0 A.a· � ::: • i= · ''/:· �� U � 

B 1 Jl • ;,1io; 11, 11' £ · ;' · .£. · - � � � � • � · _ • 

Insertion 
point-----,-,� 

Document 
window --+------ Horizontal 

scroll bar 

Styln 

Minimize 
Window 

Vertlcal -· __ I 
scroll bar 

Close 
button 

Ribbon 

Ruler 

L �--'-� 
owo,ds Cl:! ti 

Status bar 

More 

. .  � -

View buttons Zoom slider 

• To Correct a Spelling Error:
o F7
o Editor (with TTS)

• To Read Text Aloud
o Alt + Ctrl + Space

• Dictate           (Alt + `)

• 

•

• Immersive : (View Tab)
o Column Width
o Page Colour
o Line Focus
o Text Spacing
o Syllables
o Read Aloud (Text to Speech) 

• The File tab menu and Backstage view contain
commands for working with a program's files, such as
Open, Save, Close, New, and Print.

• Format Painter:
• Ctrl + Shft + C
• Ctrl + Shft + V

• Increase or Decrease Font:
• Ctrl + Shft + > (Increase)
• Ctrl + Shft + < (Decrease)

• To Edit Styles & Headings:
• Alt + Ctrl + Shft + S

• To Get Help: Press F1

• Select Button: (Highlighting Tool)

Ctrl + 0
Ctrl + N
Ctrl + S 
Ctrl + P
Ctrl + W
F12 

General 
Open a Document 
Create New 
Save a Document 
Print a Document 
Close a Document 
Save As 

Navigation: 
Up One Screen Page Up 

Down One Screen Page Down 

Beginning of Line Home 

End of Line End 

Beginning of Ctrl + Home
Document 
End of Document Ctrl + End

Ctrl + FFind

Editing 
Cut Ctrl + X 
Copy Ctrl + C
Paste Ctrl + V
Undo Ctrl + Z

Ctrl + Y 

Ctrl + B
Ctrl + I 
Ctrl + U
Ctrl + L
Ctrl + E
Ctrl + R 
Ctrl + J

Redo 

Formatting 

Bold 
Italics 
Underline 
Align Left 
Center 
Align Right 
Justify 

Text Selection 
To Select: 

A Word 

A Sentence 

A Section 

A Paragraph 

Everything 

Do This: 

Double-click the word 
Press and hold Ctrl and 
click anywhere in the 
sentence 
Shft + Arrow Keys

Replace Ctrl + H

Office 365
 Version & Channel: 

A Line Click in the selection
bar next to the line 

Ctrl + A

Triple-click the Paragraph.  
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