Hi Friends,

Microsoft Publisher shortcuts Keys
The following lists contain most use full combination shortcut keys of Microsoft Publisher; I have compiled the list which contains some function keys and some other common shortcut keys of Microsoft Publisher, along with descriptions of their functionality. For more extensive reference information please check this list.

Here are some of the most frequently used Microsoft Publisher shortcut keys: 
<!--[endif]-->

	Shortcut
	Command

	TAB or SHFT+TAB
	When a toolbar or menu bar is selected, select the next or previous button or menu.

	TAB or SHFT+TAB
	When a task pane is active, select the next or previous option in the task pane.

	TAB
	When the insertion point is in the message header, select the next box in the message header.

	TAB
	Move to the next option or option group.

	TAB
	Move between options or areas in the dialog box.

	TAB
	Select the next item in the Help Pane.

	TAB
	Select the next hidden text or hyperlink, or Show All or Hide All at the top of a topic.

	SPACEBAR or ENTER
	Perform the action assigned to the selected button.

	WIN+V
	Switch microphone on or off.

	WIN+T
	Switch between Voice Command mode and Dictation mode.

	WIN+H
	Turn handwriting on or off.

	WIN+C
	Open the Correction dialog box.

	UP ARROW or DOWN ARROW
	Scroll up or down.

	UP ARROW or DOWN ARROW
	Scroll toward the beginning or end of a Help topic.

	UP ARROW and DOWN ARROW
	In a Table of Contents, select the previous and next item, respectively.

	UP ARROW
	Select the previous item in a smart tag menu.

	SPACEBAR
	Perform the action assigned to the selected button; check or clear the selected check box.

	SHFT+TAB
	Select the previous field or button in the message header.

	SHFT+TAB
	Move to the previous option or option group.

	SHFT+TAB
	Select the previous item in the Help Pane.

	SHFT+TAB
	Select the previous hidden text or hyperlink, or Show All or Hide All at the top of a topic, or the Browser View button at the top of a Microsoft Office Web site article.

	SHFT+RIGHT ARROW
	Select or unselect one character to the right.

	SHFT+LEFT ARROW
	Select or unselect one character to the left.

	SHFT+HOME
	Select from the insertion point to the beginning of the entry.

	SHFT+F7
	Display the Research task pane to find synonyms.

	SHFT+F6
	Move to a pane from another pane in the program window (counterclockwise direction).

	SHFT+F10
	Display a shortcut menu for a selected item such as a folder or file.

	SHFT+F10
	Display the shortcut menu for the selected item.

	SHFT+F10
	Display a shortcut menu.

	SHFT+END
	Select from the insertion point to the end of the entry.

	SHFT+DOWN ARROW
	When a menu is selected, display the list of commands.

	Right ALT
	Turn Korean IME on 101 keyboard on or off.

	PRINT SCREEN
	Copy a picture of the screen to the Clipboard.

	F1
	Display the Help Pane.

	ESC
	If text is selected, deselects the text, but the object that contains the text remains selected. If an object is selected, deselects the object. If an object within a group is selected, deselects the object but the group remains selected. If text within a grouped object is selected, selects the object within the group. If the Preview Gallery is open, closes the Preview Gallery.

	ESC
	Exit Print Preview.

	ESC
	Close a selected drop-down list; cancel a command and close a dialog box.

	ESC
	Close an open menu. When a submenu is open, close only the submenu.

	ESC
	Close the smart tag menu or message.

	ENTER
	Perform the action assigned to a default button in a dialog box.

	ENTER
	Open the selected menu, or perform the action for the selected button or command.

	ENTER
	Perform the action for the selected item in a smart tag menu.

	ENTER
	Perform the action for the selected item.

	ENTER
	Perform the action for the selected Show All, Hide All, hidden text, or hyperlink.

	END
	Scroll to the lower right corner of the page.

	END
	Move to the end of the entry.

	DOWN ARROW or UP ARROW
	When a menu or submenu is open, select the next or previous command.

	DOWN ARROW or UP ARROW
	Move among choices in a selected submenu; move among certain options in a group of options.

	DOWN ARROW
	Select the next item in a smart tag menu.

	CTRL+Z or ALT+BACKSPACE
	Undo the last action.

	CTRL+Y or F4
	Redo the last action.

	CTRL+X or SHFT+DELETE
	Cut the selected text or object.

	CTRL+V or SHFT+INSERT
	Paste text or an object.

	CTRL+U
	Underline text.

	CTRL+TAB or CTRL+SHFT+TAB
	Select a toolbar after pressing F10 or ALT to select the menu bar. When a toolbar is selected, select the next or previous toolbar or menu bar.

	CTRL+TAB
	If the insertion point is in an object that contains text, and you then choose the Send This Page as Message or Send Publication as Attachment command (File menu, Send E-mail command), the insertion point moves to the To field in the message header. You can then press CTRL+TAB to select the Send button in the message header toolbar, and use the arrow keys to move to the other buttons. To perform the action for the selected button or command, press ENTER.

	CTRL+TAB
	Switch to the next tab in a dialog box.

	CTRL+TAB
	When a menu or toolbar is active, move to a task pane. (You might need to press CTRL+TAB more than once.)

	CTRL+T
	Switch between making an object transparent or opaque (with a white fill).

	CTRL+SPACEBAR
	Return character formatting to the current text style.

	CTRL+SPACEBAR
	When a task pane is active, displays the menu of all available task panes.

	CTRL+SPACEBAR
	Open the menu of all available task panes.

	CTRL+SPACEBAR
	Turn Chinese IME on 101 keyboard on or off.

	CTRL+SHFT+Y
	Turn Special Characters on or off.

	CTRL+SHFT+X
	Delete selected object.

	CTRL+SHFT+W
	Turn Snap to Guides on or off.

	CTRL+SHFT+V
	Paste formatting.

	CTRL+SHFT+V
	Apply copied formatting to text.

	CTRL+SHFT+U
	Insert duplicate page after the selected page.

	CTRL+SHFT+TAB
	Switch to the previous tab in a dialog box.

	CTRL+SHFT+S
	Select the Style box on the Formatting toolbar.

	CTRL+SHFT+RIGHT ARROW
	Select or unselect one word to the right.

	CTRL+SHFT+P
	Select the Font Size box on the Formatting toolbar.

	CTRL+SHFT+O
	Turn Boundaries and Guides on or off.

	CTRL+SHFT+N
	Insert a page after the selected page.

	CTRL+SHFT+LEFT ARROW
	Select or unselect one word to the left.

	CTRL+SHFT+L
	Zoom to full page view.

	CTRL+SHFT+K
	Make text small capital letters, or return small capital letters to upper and lower case. This keyboard shortcut is not available in Web view.

	CTRL+SHFT+J
	Set newspaper alignment for a paragraph (East Asian languages only).

	CTRL+SHFT+I
	Display the Mail and Catalog Merge task pane open to step 3 of the mail merge procedure, if you have previously specified a data source.

	CTRL+SHFT+H
	Display the Hyphenation dialog box. This keyboard shortcut is not available in Web view.

	CTRL+SHFT+G
	Group selected objects, or ungroup grouped objects.

	CTRL+SHFT+G
	Create a message flag.

	CTRL+SHFT+F7
	Turn Vertical Baseline Guides on or off . This keyboard shortcut is not available in Web view.

	CTRL+SHFT+F6
	Switch to the previous window.

	CTRL+SHFT+F
	Select the Font box on the Formatting toolbar.

	CTRL+SHFT+D
	Set distributed alignment for a paragraph. This keyboard shortcut is only available if support for Japanese, Simplified Chinese, Traditional Chinese, or Korean is enabled through Microsoft Office Language Settings.

	CTRL+HOME or CTRL+END
	Move to the top or bottom of a task pane when nothing is selected in any task pane option.

	CTRL+H
	Display the Find and Replace task pane, with the Replace option selected under Find or Replace. These keyboard shortcuts might not work if another task pane is already open.

	CTRL+F7
	Turn Horizontal Baseline Guides on or off. This keyboard shortcut is not available in Web view.

	CTRL+F6
	Go to the next window.

	CTRL+F6
	When more than one window is open, switch to the next window.

	CTRL+F5
	Restore the size of the active window after you’ve maximized it.

	CTRL+F4 or CTRL+W
	Close the current publication.

	CTRL+F4 or CTRL+W
	Close the active window.

	CTRL+F1
	Open or close the current task pane.

	CTRL+F1
	Close and reopen the current Task Pane.

	CTRL+ENTER
	Insert an object of the type selected on the Objects Toolbar or Insert menu.

	CTRL+E
	Set center alignment for a paragraph.

	CTRL+DOWN ARROW
	When a shortened menu is open, display the full set of commands.

	CTRL+C or CTRL+INSERT
	Copy the selected text or object.

	CTRL+C
	Copy the selected items to the Clipboard.

	CTRL+B
	Make text bold.

	CTRL+A
	If there is an insertion point in a text box, this keyboard shortcut selects all text in the current story (story: Text that’s contained within a single text box or a chain of linked text boxes.). If there is no insertion point in any text box, it selects all the objects on a page.

	CTRL+A
	Select all objects on the page.

	CTRL+A
	Select the entire Help topic.

	CTRL+5
	Set the current paragraph to 1.5 line spacing.

	CTRL+2
	Set the current paragraph to double spacing.

	CTRL+1
	Set the current paragraph to single spacing.

	CTRL+=
	Apply or remove subscript formatting.

	CTRL+]
	Increase font size by 1.0 point.

	CTRL+[
	Decrease font size by 1.0 point.

	Arrow keys
	Nudge a selected object up, down, left, or right.

	Arrow keys
	Move between options in an open drop-down list, or between options in a group of options.

	Arrow keys
	Move between options in a task pane.

	ALT+U
	Change whether the Help window appears connected to (tiled) or separate from (untiled) the active application.

	ALT+TAB
	Switch to the next window.

	ALT+SPACEBAR+X
	Maximize the program window.

	ALT+SPACEBAR+S
	When a document window is not maximized, perform the Size command (on the title bar shortcut menu (shortcut menu: A menu that shows a list of commands relevant to a particular item. To display a shortcut menu, right-click an item or press SHFT+F10.) for the window). Use the arrow keys to resize the window, and, when finished, press ESC.

	ALT+SPACEBAR+N
	Minimize the program window to an icon.

	ALT+SPACEBAR
	Display the title bar shortcut menu.

	ALT+SHFT+TAB
	Switch to the previous window.

	ALT+7 or ALT+L
	Tools button: show the Tools menu.

	ALT+6
	Views button: switch among available folder views (List, Details, Properties, and Preview).

	ALT+5
	Create New Folder button: create a new subfolder in the open folder.

	ALT+4
	Delete button: delete the selected folder or file.

	ALT+3
	Search the Web button: close the dialog box and open your Web search page.

	ALT+2
	Up One Level button: open the folder up one level above the open folder.

	ALT+1
	Go to the previous folder .

	ALT+~
	Turn Japanese Input Method Editor (IME) (IME: A program that enters East Asian text (Traditional Chinese, Simplified Chinese, Japanese, or Korean) into programs by converting keystrokes into complex East Asian characters. The IME is treated as an alternate type of keyboard layout.) on 101 keyboard on or off.

	ALT+. (period)
	When the insertion point is anyplace in the message header, open the Address Book in the To field.

	ALT+ the letter underlined in an optn
	Select an option; select or clear a check box.

	CTRL+SHFT+C
	Copy formatting.

	CTRL+SHFT+C
	Copy formatting from text.

	CTRL+SHFT+B
	Preview Web page.

	CTRL+SHFT+B
	When the insertion point is in the message header, open the Address Book.

	CTRL+SHFT+0 (zero)
	Insert a zero-width non-breaking space.

	CTRL+SHFT+>
	Increase to the next size in the Font Size box.

	CTRL+SHFT+=
	Apply or remove superscript formatting.

	CTRL+SHFT+<
	Decrease to the next size in the Font Size box.

	CTRL+SHFT+]
	Increase space between letters in a word (kerning).

	CTRL+SHFT+[
	Decrease space between letters in a word (kerning).

	CTRL+S
	Save the current publication.

	CTRL+RIGHT ARROW
	Scroll right in large increments.

	CTRL+RIGHT ARROW
	Move one word to the right.

	CTRL+RIGHT ARROW
	Scroll right in large increments.

	CTRL+R
	Set right-alignment for a paragraph.

	CTRL+PAGE UP
	Go to the previous page.

	CTRL+PAGE UP
	Go to the previous page.

	CTRL+PAGE DOWN
	Go to the next page.

	CTRL+PAGE DOWN
	Go to the next page.

	CTRL+P
	Print the current publication.

	CTRL+P
	Print current publication.

	CTRL+P
	Print the current Help topic.

	CTRL+O
	Open a publication.

	CTRL+N
	Create a new blank publication.

	CTRL+M
	Switch between the current page and the master page.

	CTRL+M
	Switch between the current page and the master page

	CTRL+LEFT ARROW
	Scroll left in large increments.

	CTRL+LEFT ARROW
	Move one word to the left.

	CTRL+LEFT ARROW
	Scroll left in large increments.

	CTRL+L
	Set left-alignment for a paragraph.

	CTRL+K
	Insert a hyperlink (hyperlink: Colored and underlined text or a graphic that you click to go to a file, a location in a file, a Web page on the World Wide Web, or a Web page on an intranet. Hyperlinks can also go to newsgroups and to Gopher, Telnet, and FTP sites.) at the insertion point in a text box.

	CTRL+J
	Set justified alignment for a paragraph.

	CTRL+I
	Italicize text.

	PAGE UP or PAGE DOWN
	Scroll toward the beginning or end of a Help topic in large increments.

	PAGE UP or CTRL+UP ARROW
	Scroll up in large increments.

	PAGE UP
	Moves to the top of a task pane when nothing is selected in any task pane option.

	PAGE DOWN or CTRL+DOWN ARROW
	Scroll down in large increments.

	PAGE DOWN
	Move to the bottom of a task pane when nothing is selected in any task pane option.

	LEFT ARROW or RIGHT ARROW
	Scroll left or right .

	LEFT ARROW or RIGHT ARROW
	Move one character to the left or right.

	LEFT ARROW or RIGHT ARROW
	Select the menu to the left or right. When a submenu is open, switch between the main menu and the submenu.

	LEFT ARROW or RIGHT ARROW
	Select the menu to the left or right, or, with a submenu visible, switch between the main menu and the submenu.

	LEFT ARROW and RIGHT ARROW
	In a Table of Contents, collapse and expand the selected item, respectively.

	Left ALT+SHFT
	Switch between languages or keyboard layouts.

	HOME or END
	Select the first or last command on the menu or submenu.

	HOME or END
	Go to the beginning or end of a Help topic.

	HOME
	Scroll to the upper left corner of the page.

	HOME
	Move to the beginning of the entry.

	F9
	Switch between the current view and the actual size.

	F9
	Switch between the current view and the actual size.

	F7
	Check spelling.

	F6
	Move to a task pane from another pane in the program window (clockwise direction). You may need to press F6 more than once.

	F6
	Move to the open task pane from another pane in the program window. (You might need to press F6 more than once.)

	F6
	Switch between the Help Pane and the active application.

	F5 or CTRL+G
	Display the Go To Page dialog box.

	F5 or CTRL+G
	Display the Go To Page dialog box.

	F5 or CTRL+G
	Display the Go To Page dialog box.

	F5
	Refresh the files visible in the Open or Save As dialog box (File menu).

	F4
	Open and close the selected list box.

	F3 or CTRL+F or SHFT+F4
	Display the Find and Replace task pane, with the Find option selected under Find or Replace. These keyboard shortcuts might not work if another task pane is already open.

	F10 or ALT
	Select the menu bar, or close an open menu and submenu at the same time.

	ALT+SHFT+T
	Insert the current time.

	ALT+SHFT+P
	Insert the current page number.

	ALT+SHFT+F10
	Display the menu or message for a smart tag. If more than one smart tag is present, switch to the next smart tag and display its menu or message.

	ALT+SHFT+D
	Insert the current date.

	ALT+S
	Send the current page or publication.

	ALT+RIGHT ARROW
	Move forward to the next Task Pane.

	ALT+RIGHT ARROW
	Move forward to the next Task Pane.

	ALT+RIGHT ARROW
	Move forward to the next Help topic.

	ALT+PRINT SCREEN
	Copy a picture of the selected window to the Clipboard.

	ALT+P
	Open the Microsoft Outlook Message Options dialog box.

	ALT+LEFT ARROW
	Move back to the previous Task Pane.

	ALT+LEFT ARROW
	Move back to the previous Task Pane.

	ALT+LEFT ARROW
	Move back to the previous Help topic.

	ALT+K or CTRL+K
	When the insertion point is anyplace in the message header, check the names on the To, Cc, and Bcc lines against the Address Book.

	ALT+J
	Go to the Subject field.

	ALT+I
	Open the Look in or Save in list.

	ALT+F8
	Display the Macros dialog box.

	ALT+F8
	Display the Macros dialog box

	ALT+F6
	Bring object to front.

	ALT+F4
	Close the Help window.

	ALT+F11
	Display the Visual Basic editor.

	ALT+F11
	Display the Visual Basic editor.

	ALT+DOWN ARROW
	Open a selected drop-down list.

	ALT+C
	When the insertion point is anyplace in the message header, open the Address Book in the Cc field.

	ALT+B
	If the Bcc field is visible, open the Address Book in the Bcc field. To display the Bcc field, open the Address Book for any field and insert or type a name in the Bcc box.

	ALT+Arrow keys
	If the selected object has an insertion point in its text, nudges the selected object up, down, left, or right.


Microsoft Word Shortcut Keys-Extended Features II
Following list include more than 250 shortcut keys.
<!--[endif]-->

	Command Name
	Modifiers Key

	1.5-line spacing.
	Ctrl + 5

	Aligns the line or selected text to the center of the screen.
	Ctrl + E

	Aligns the line or selected text to the left of the screen.
	Ctrl + L

	Aligns the line or selected text to the right of the screen.
	Ctrl + R

	All Caps
	Ctrl+Shift+ A

	Annotation
	Alt+Ctrl+ M

	App Maximize
	Alt+ F10

	App Restore
	Alt+ F5

	Application window-maximize
	Alt-F10

	Application window-previous
	Alt-Shift-F6

	Application window-restore
	Alt-F5

	Apply Heading1
	Alt+Ctrl+ 1

	Apply Heading2
	Alt+Ctrl+ 2

	Apply Heading3
	Alt+Ctrl+ 3

	Apply List Bullet
	Ctrl+Shift+ L

	Auto Format
	Alt+Ctrl+ K

	Auto Text
	F3

	Auto Text
	Alt+Ctrl+ V

	AutoFormat
	Ctrl-Alt-K

	AutoText-create
	Alt-F3

	AutoText-insert
	entry F3

	AutoText-insert entry
	Ctrl-Alt-V

	Bold highlighted selection.
	Ctrl + B

	Bookmark
	Ctrl+Shift+ F5

	Bookmarks
	Ctrl-Shift-F5

	Break-column
	Ctrl-Shift-Enter

	Break-page
	Ctrl-Enter

	Browse a document
	Ctrl-Alt-Home

	Browse Next
	Ctrl+ Page Down

	Browse next/previous item
	Ctrl-PgDn/PgUp

	Browse Prev
	Ctrl+ Page Up

	Browse Sel
	Alt+Ctrl+ Home

	Cancel
	Esc

	Capatilize word
	shift+f3

	Case-All Caps
	Ctrl-Shift-A

	Center Para
	Ctrl+ E

	Change Case
	Shift+ F3

	Change the font.
	Ctrl + Shift + F

	Change the text in Microsoft Word from upper to lower case or a capital letter at the beginning of every word.
	Shift + F3

	Changes text to heading 1.
	Ctrl + Alt + 1

	Changes text to heading 2.
	Ctrl + Alt + 2

	Changes text to heading 3.
	Ctrl + Alt + 3

	Char Left
	Left

	Char Left Extend
	Shift+ Left

	Char Right
	Right

	Char Right Extend
	Shift+ Right

	Clear
	Del

	Close
	Ctrl-F4

	Close
	Ctrl-W

	Close or Exit
	Alt+ F4

	Close Pane
	Alt+Shift+ C

	Column Break
	Ctrl+Shift+ Return

	Column Select
	Ctrl+Shift+ F8

	Copy
	Ctrl+ Insert

	Copy
	Ctrl + C

	Copy Format
	Ctrl+Shift+ C

	Copy formatting
	Ctrl-Shift-C

	Copy selected text.
	Ctrl + C

	Copy Text
	Shift+ F2

	Create a new blank document
	Ctrl + N

	Create a nonbreaking hyphen
	CTRL+HYPHEN

	Create a nonbreaking space
	CTRL+SHIFT+SPACEBAR

	Create Auto Text
	Alt+ F3

	CTRL+SHIFT+>
	Increase font size

	Ctrl-Alt-M
	Insert Comment

	Customize a menu
	Ctrl-Alt =

	Customize a shortcut
	Ctrl-Alt-Num +

	Customize Add Menu Shortcut
	Alt+Ctrl+ =

	Customize Keyboard Shortcut
	Alt+Ctrl+ Num +

	Customize Remove Menu Shortcut
	Alt+Ctrl+ -

	Cut
	Shift+ Del

	Cut
	Ctrl-X

	Cut selected text.
	Ctrl + X

	Date Field
	Alt+Shift+ D

	Decrease font size
	CTRL+SHIFT+<

	Decrease selected font -1pts if 12pt or lower, if above 12 decreases font by +2pt.
	Ctrl + Shift + <

	Decrease selected font -1pts.
	Ctrl + [

	Delete Word
	Ctrl+ Del

	Deletes word to left of cursor.
	Ctrl + Backspace

	Deletes word to right of cursor.
	Ctrl + Del

	Description
	Mouse shortcuts

	Dialog box next tabbed section
	Ctrl-Tab

	Dialog box previous tabbed section
	Ctrl-Shift-Tab

	Dictionary
	Alt+Shift+ F7

	Display the print preview.
	Ctrl + F2

	Do Field Click
	Alt+Shift+ F9

	Doc Close
	Ctrl+ W

	Doc Close
	Ctrl+ F4

	Doc Maximize
	Ctrl+ F10

	Doc Size
	Ctrl+ F8

	Doc Split
	Alt+Ctrl+ S

	Document window-move
	Ctrl-F7

	Document window-restore
	Ctrl-F5

	Document window-size
	Ctrl-F8

	Double Underline
	Ctrl+Shift+ D

	Double-clicking anywhere after text on a line will set a tab stop.
	Double-click

	Double-space lines.
	Ctrl + 2

	Drawing-constrain shape to symmetrical
	Shift-drag

	Drawing-draw from center
	Ctrl-drag

	Ellipsis
	Ctrl-Alt-

	Em Dash
	Ctrl-Alt-Num -

	End of Column
	Alt+ Page Down

	End of Doc Extend
	Ctrl+Shift+ End

	End of Document
	Ctrl+ End

	End of Line
	End

	End of Line Extend
	Shift+ End

	End of Row
	Alt+ End

	End of Row
	Alt+Shift+ End

	End of Window
	Alt+Ctrl+ Page Down

	End of Window Extend
	Alt+Ctrl+Shift+ Page Down

	Endnote
	Ctrl-Alt-E

	Endnote Now
	Alt+Ctrl+ D

	Exit application
	Alt-F4

	Extend Selection
	F8

	Field Chars
	Ctrl+ F9

	Field Codes
	Alt+ F9

	Fields-display code
	Shift-F9

	Fields-display codes (toggle)
	Alt-F9

	Fields-double-click in field
	Alt-Shift-F9

	Fields-insert blank field
	Ctrl-F9

	Fields-lock a field
	Ctrl-3

	Fields-lock a field
	Ctrl-F11

	Fields-next
	field F11

	Fields-previous field
	Shift-F11

	Fields-unlink a field
	Ctrl-6

	Fields-unlink a field
	Ctrl-Shift-F9

	Fields-unlock a field
	Ctrl-4

	Fields-unlock a field
	Ctrl-Shift-F11

	Fields-update
	Alt-Shift-U

	Fields-update link in source
	Ctrl-Shift-F7

	Fields-update selected
	field F9

	Find
	Ctrl+ F

	Find
	Find Ctrl + F

	Font
	Ctrl+ D

	Font
	Ctrl+Shift+ F

	Font
	Ctrl-D

	Font
	Ctrl-Shift-F

	Font grow/shrink 1 pt
	Ctrl- ] or [

	Font next/previous size
	Ctrl-Shift- >or <

	Font Size Ctrl-Shift-P
	Font Size Ctrl-Shift-P

	Font Size Select
	Ctrl+Shift+ P

	Footnote
	Ctrl-Alt-F

	Footnote Now
	Alt+Ctrl+ F

	Go Back
	Shift+ F5

	Go Back
	Alt+Ctrl+ Z

	Go Back
	Ctrl-Alt-Z

	Go To
	Ctrl+ G

	Go To
	F5

	GoTo Next/Previous Paragraph
	Ctrl-Up/Down

	GoTo Next/Previous Word
	Ctrl-Left/Right

	Graphic-crop
	Shift-drag

	Graphic-original proportions
	Ctrl-click

	Grow Font
	Ctrl+Shift+ .

	Grow Font One Point
	Ctrl+ ]

	Hanging Indent
	Ctrl+ T

	Hanging indent-decrease
	Ctrl-Shift-T

	Hanging Indent-increase
	Ctrl-T

	Hard hyphen -
	Ctrl-Shift -

	Hard space
	Hard space

	Header Footer Link
	Alt+Shift+ R

	Header/Footer-link to previous
	Alt-Shift-R

	Heading Level 1
	Ctrl-Alt-1

	Heading Level 2
	Ctrl-Alt-2

	Heading Level 3
	Ctrl-Alt-3

	Help-Whats This?
	Shift-F1

	Hidden Text
	Ctrl+Shift+ H

	Hyperlink
	Ctrl+ K

	Hyperlink
	Ctrl-K

	If double-click a word, selects the complete word.
	Double-click

	Increase selected font +1pts up to 12pt and then increases font +2pts.
	Ctrl + Shift + >

	Increase selected font +1pts.
	Ctrl + ]

	Indent
	Ctrl+ M

	Indent the paragraph.
	Ctrl + M

	Indent-decrease
	Ctrl-Shift-M

	Indent-increase
	Ctrl-M

	Insert link.
	Ctrl + K

	Insert ListNum
	field Ctrl-Alt-L

	Insert the current date.
	Alt + Shift + D

	Insert the current time.
	Alt + Shift + T

	Italic
	Ctrl+Shift+ I

	Italic highlighted selection.
	Ctrl + I

	Italics
	Ctrl-I

	Justify Para
	Ctrl+ J

	Justify-Center
	Ctrl-E

	Justify-Full
	Ctrl-J


Shortcut or Function Keys in Microsoft Excel.
Microsoft Excel is widely used in day-to-day operations worldwide. When using  Microsoft Excel one might notice that there times  when you  thought there should have been a function shortcut  key to get a task to work. Keeping this in mind, below I have compiled a number of shortcut keys that would definitely make Excel tasks easier and quicker to handle. A few CTRL + Combination keys have also been included apart from the other useful shortcut keys keeping

	Function Shortcut Keys

	Key
	Description

	F1
	Displays the Help task pane.

	CTRL+F1 
	Closes and reopens the current task pane.

	ALT+F1 
	Creates a chart of the data in the current range.

	ALT+SHIFT+F1 
	Inserts a new worksheet.

	F2
	Edits the active cell and positions the insertion point at the end of the cell contents. It also moves the insertion point into the Formula Bar when editing in a cell is turned off.

	SHIFT+F2 
	Edits a cell comment.

	F3
	Pastes a defined name into a formula.

	SHIFT+F3 
	Displays the Insert Function dialog box.

	F4
	Repeats the last command or action, if possible.

	CTRL+F4 
	Closes the selected workbook window.

	CTRL+F5 
	Restores the window size of the selected workbook window.

	F6
	Switches to the next pane in a worksheet that has been split (Window menu, Split command).

	SHIFT+F6 
	Switches to the previous pane in a worksheet that has been split.

	CTRL+F6 
	Switches to the next workbook window when more than one workbook window is open.

	SHIFT+F6
	Note When the task pane is visible, F6 and SHIFT+F6 include that pane when switching between panes.

	F7
	Displays the Spelling dialog box to check spelling in the active worksheet or selected range.

	CTRL+F7 
	Performs the Move command on the workbook window when it is not maximized. Use the arrow Keys to move the window, and when finished press ESC.

	F8
	Turns extend mode on or off. In extend mode; EXT appears in the status line, and the arrow Keys extend the selection.

	SHIFT+F8 
	Enables you to add a non-adjacent cell or range to a selection of cells by using the arrow Keys.

	CTRL+F8 
	Performs the Size command (on the Control menu for the workbook window) when a workbook is not maximized.

	ALT+F8 
	Displays the Macro dialog box to run, edit, or delete a macro.

	F9
	Calculates all worksheets in all open workbooks.

	F9
	F9 followed by ENTER (or followed by CTRL+SHIFT+ENTER for array formulas) calculates the selected a portion of a formula and replaces the selected portion with the calculated value.

	SHIFT+F9 
	Calculates the active worksheet.

	CTRL+ALT+F9 
	Calculates all worksheets in all open workbooks, regardless of whether they have changed since the last calculation.

	CTRL+ALT+SHIFT+F9 
	Rechecks dependent formulas, and then calculates all cells in all open workbooks, including cells not marked as needing to be calculated.

	CTRL+F9 
	Minimizes a workbook window to an icon.

	F10
	Selects the menu bar or closes an open menu and submenu at the same time.

	SHIFT+F10 
	Displays the shortcut menu for a selected item.

	ALT+SHIFT+F10 
	Displays the menu or message for a smart tag. If more than one smart tag is present, it switches to the next smart tag and displays its menu or message.

	CTRL+F10 
	Maximizes or restores the selected workbook window.

	F11
	Creates a chart of the data in the current range.

	SHIFT+F11 
	Inserts a new worksheet.

	ALT+F11 
	Opens the Visual Basic Editor, in which you can create a macro by using Visual Basic for Applications (VBA).

	ALT+SHIFT+F11 
	Opens the Microsoft Script Editor, where you can add text, edit HTML tags, and modify any script code.

	F12
	Displays the Save As dialog box.

	CTRL + Key Shortcut Description

	Key
	Description

	CTRL+(
	Unhide any hidden rows within the selection.

	CTRL+)
	Unhide any hidden columns within the selection.

	CTRL+&
	Applies the outline border to the selected cells.

	CTRL+_
	Removes the outline border from the selected cells.

	CTRL+~
	Applies the General number format.

	CTRL+$
	Applies the Currency format with two decimal places (negative numbers in parentheses).

	CTRL+%
	Applies the Percentage format with no decimal places.

	CTRL+^
	Applies the Exponential number format with two decimal places.

	CTRL+#
	Applies the Date format with the day, month, and year.

	CTRL+@
	Applies the Time format with the hour and minute, and AM or PM.

	CTRL+!
	Applies the Number format with two decimal places, thousands separator, and minus sign (-) for negative values.

	CTRL+-
	Displays the Delete dialog box to delete the selected cells.

	CTRL+*
	Selects the current region around the active cell (the data area enclosed by blank rows and blank columns).

	CTRL+:
	Enters the current time.

	CTRL+;
	Enters the current date.

	CTRL+`
	Alternates between displaying cell values and displaying formulas in the worksheet.

	CTRL+’
	Copies a formula from the cell above the active cell into the cell or the Formula Bar.

	CTRL+”
	Copies the value from the cell above the active cell into the cell or the Formula Bar.

	CTRL++
	Displays the Insert dialog box to insert blank cells.

	CTRL+1
	Displays the Format Cells dialog box.

	CTRL+2
	Applies or removes bold formatting.

	CTRL+3
	Applies or removes italic formatting.

	CTRL+4
	Applies or removes underlining.

	CTRL+5
	Applies or removes strikethrough.

	CTRL+6
	Alternates between hiding objects, displaying objects, and displaying placeholders for objects.

	CTRL+7
	Displays or hides the Standard toolbar.

	CTRL+8
	Displays or hides the outline symbols.

	CTRL+9
	Hides the selected rows.

	CTRL+0
	Hides the selected columns.

	CTRL+A
	Selects the entire worksheet.

	CTRL+A
	If the worksheet contains data, CTRL+A selects the current region. Pressing CTRL+A a second time selects the entire worksheet.

	CTRL+B
	Applies or removes bold formatting.

	CTRL+C
	Copies the selected cells.

	CTRL+C
	CTRL+C followed by another CTRL+C displays the Microsoft Office Clipboard.

	CTRL+D
	Uses the Fill Down command to copy the contents and format of the topmost cell of a selected range into the cells below.

	CTRL+F
	Displays the Find dialog box.

	CTRL+G
	Displays the Go To dialog box.

	F5
	F5 also displays this dialog box.

	CTRL+H
	Displays the Find and Replace dialog box.

	CTRL+I
	Applies or removes italic formatting.

	CTRL+K
	Displays the Insert Hyperlink dialog box for new hyperlinks or the Edit Hyperlink dialog box for selected existing hyperlinks.

	CTRL+L
	Displays the Create List dialog box.

	CTRL+N
	Creates a new, blank file.

	CTRL+O
	Displays the Open dialog box to open or find a file.

	CTRL+SHIFT+O
	Selects all cells that contain comments.

	CTRL+P
	Displays the Print dialog box.

	CTRL+R
	Uses the Fill Right command to copy the contents and format of the leftmost cell of a selected range into the cells to the right.

	CTRL+S
	Saves the active file with its current file name, location, and file format.

	CTRL+U
	Applies or removes underlining.

	CTRL+V
	Inserts the contents of the Clipboard at the insertion point and replaces any selection. Available only after you cut or copied an object, text, or cell contents.

	CTRL+W
	Closes the selected workbook window.

	CTRL+X
	Cuts the selected cells.

	CTRL+Y
	Repeats the last command or action, if possible.

	CTRL+Z
	Uses the Undo command to reverse the last command or to delete the last entry you typed.

	CTRL+SHIFT+Z 
	Uses the Undo or Redo command to reverse or restore the last automatic correction when AutoCorrect Smart Tags are displayed.

	
	

	Other useful shortcut Keys

	Key
	Description

	ARROW KEYS
	Move one cell up, down, left, or right in a worksheet.

	CTRL+ARROW KEY 
	Moves to the edge of the current data region (data region: A range of cells that contains data and that is bounded by empty cells or datasheet borders.) in a worksheet.

	SHIFT+ARROW KEY 
	Extends the selection of cells by one cell.

	CTRL+SHIFT+ARROW KEY 
	Extends the selection of cells to the last nonblank cell in the same column or row as the active cell.

	CTRL+SHIFT+ARROW KEY 
	LEFT ARROW or RIGHT ARROW selects the menu to the left or right when a menu is visible. When a submenu is open, these arrow Keys switch between the main menu and the submenu.

	CTRL+SHIFT+ARROW KEY 
	DOWN ARROW or UP ARROW selects the next or previous command when a menu or submenu is open.

	CTRL+SHIFT+ARROW KEY 
	In a dialog box, arrow Keys move between options in an open drop-down list, or between options in a group of options.

	ALT+DOWN ARROW 
	Opens a selected drop-down list.

	BACKSPACE
	Deletes one character to the left in the Formula Bar.

	BACKSPACE
	Also clears the content of the active cell.

	DELETE
	Removes the cell contents (data and formulas) from selected cells without affecting cell formats or comments.

	DELETE
	In cell editing mode, it deletes the character to the right of the insertion point.

	END
	Moves to the cell in the lower-right corner of the window when SCROLL LOCK is turned on.

	END
	Also selects the last command on the menu when a menu or submenu is visible.

	CTRL+END 
	Moves to the last cell on a worksheet, in the lowest used row of the rightmost used column.

	CTRL+SHIFT+END 
	Extends the selection of cells to the last used cell on the worksheet (lower-right corner).

	ENTER
	Completes a cell entry from the cell or the Formula Bar,
and selects the cell below (by default).

	ENTER
	In a data form, it moves to the first field in the next 
record.

	ENTER
	Opens a selected menu (press F10 to activate the menu
bar) or performs the action for a selected command.

	ENTER
	In a dialog box, it performs the action
for the default command button in the 
dialog box (the button with the bold 
outline, often the OK button).

	ALT+ENTER 
	Starts a new line in the same cell.

	CTRL+ENTER 
	Fills the selected cell range with the current entry.

	SHIFT+ENTER 
	Completes a cell entry and selects the cell above.

	ESC
	Cancels an entry in the cell or Formula Bar.

	ESC
	It also closes an open menu or submenu, dialog box, or message window.

	HOME
	Moves to the beginning of a row in a worksheet.

	HOME
	Moves to the cell in the upper-left corner of the window when SCROLL LOCK is turned on.

	HOME
	Selects the first command on the menu when a menu or submenu is visible.

	CTRL+HOME 
	Moves to the beginning of a worksheet.

	CTRL+SHIFT+HOME 
	Extends the selection of cells to the beginning of the worksheet.

	PAGE DOWN
	Moves one screen down in a worksheet.

	ALT+PAGE DOWN 
	Moves one screen to the right in a worksheet.

	CTRL+PAGE DOWN 
	Moves to the next sheet in a workbook.

	CTRL+SHIFT+PAGE DOWN 
	Selects the current and next sheet in a workbook.

	PAGE UP
	Moves one screen up in a worksheet.

	ALT+PAGE UP 
	Moves one screen to the left in a worksheet.

	CTRL+PAGE UP 
	Moves to the previous sheet in a workbook.

	CTRL+SHIFT+PAGE UP 
	Selects the current and previous sheet in a workbook.

	SPACEBAR
	In a dialog box, performs the action for the selected button, or selects or clears a check box.

	CTRL+SPACEBAR 
	Selects an entire column in a worksheet.

	SHIFT+SPACEBAR 
	Selects an entire row in a worksheet.

	CTRL+SHIFT+SPACEBAR 
	Selects the entire worksheet.

	ALT+SPACEBAR 
	Displays the Control menu for the Excel window.

	TAB
	Moves one cell to the right in a worksheet.

	TAB
	Moves between unlocked cells in a protected worksheet.

	TAB
	Moves to the next option or option group in a dialog box.

	SHIFT+TAB 
	Moves to the previous cell in a worksheet or the previous option in a dialog box.

	CTRL+TAB 
	Switches to the next tab in dialog box.

	CTRL+SHIFT+TAB 
	Switches to the previous tab in a dialog box.


Most Frequently Used Microsoft Outlook Shortcut Keys
For Microsoft Outlook, the following lists of keyboard shortcuts might be helpful for you, I have compiled the list which contains (CTRL+) combination shortcut keys, the list also contain few other common shortcuts which are handy and as well saves your time while you work on Microsoft Outlook. The list also includes brief descriptions of the shortcuts and its individual functionality.

Here are some of the most frequently used Microsoft Outlook shortcut keys: …

	To perform this action…
	Press…This..

	Folder List - Expand selected folder
	* (Numeric keypad)

	Folder List - Collapse selected folder
	.- (Numeric keypad)

	Read Header Field One
	Alt + 1

	Read Header Field Two
	Alt + 2

	Read Header Field Three
	Alt + 3

	Read Header Field Four
	Alt + 4

	Read Header Field Five
	Alt + 5

	Go to today’s date
	Alt + D

	Move cursor to Menu Bar
	Alt + or F10

	Message options (from a new message window)
	Alt + P

	To Save Non-Email Item in Current Folder
	Alt + S

	Click To Button
	Alt + Shift + 3

	Click Cc Button
	Alt + Shift + 4

	Open application menu (to maximize, minimize etc)
	Alt + Spacebar

	To close item
	ALT+F4

	To save and close item (except notes); to send a message
	ALT+S 

	Open “Look In”
	Alt-I

	Remove last semi-colon from mail addressee
	Alt-K

	To move around within the Navigation Pane or the Information Viewer
	Arrow keys 

	Select all
	Ctrl + A

	Copy highlighted items/text to clipboard
	Ctrl + C

	Delete Message from message window
	Ctrl + D

	To delete current item
	Ctrl + D

	Move edit cursor to end in new email message window
	Ctrl + End

	Send Message
	Ctrl + Enter or Alt + S

	Forward message
	Ctrl + F

	Go to a date
	Ctrl + G

	Move edit cursor to top in new email message window
	Ctrl + Home

	Close Office Assistant
	Ctrl + Insert + F4

	Read Warning Header
	Ctrl + Insert + W

	Check Names
	Ctrl + K

	Create new item
	Ctrl + N

	Open print dialog box
	Ctrl + P

	Mark as unread or read
	Ctrl + Q

	Reply to sender
	Ctrl + R

	Save unfinished item in Drafts folder
	Ctrl + S

	Create a new appointment item
	Ctrl + Shift + A

	Open address book
	Ctrl + Shift + B

	Create a new contact item
	Ctrl + Shift + C

	New Contact Dialog
	Ctrl + Shift + C

	Create new folder dialog
	Ctrl + Shift + E

	Launch Advanced Find
	Ctrl + Shift + F or F3

	Launch flag for follow up dialog box
	Ctrl + Shift + G

	New Office Document
	Ctrl + Shift + H

	Move directly to Inbox
	Ctrl + Shift + I

	Create a new task item
	Ctrl + Shift + K

	Create a new email message
	Ctrl + Shift + M

	Create a new note item
	Ctrl + Shift + N

	Move directly to Outbox
	Ctrl + Shift + O

	Reformat an email message from RTF to plain text
	Ctrl + Shift + O

	Reply to all
	Ctrl + Shift + R

	Move selected item to folder
	Ctrl + Shift + V

	Copy selected item(s) to a folder
	Ctrl + Shift + Y

	Paste items/text from clipboard
	Ctrl + V

	Cut highlighted items/text to clipboard
	Ctrl + X

	Launch go to folder dialog
	Ctrl + Y

	Undo
	Ctrl + Z

	To switch to the next item in the current folder (with item open)
	CTRL+, (COMMA)

	To switch to the previous item in the current folder (with item open)
	CTRL+. (PERIOD)

	To switch to Mail 
	CTRL+1 

	To switch to Calendar
	CTRL+2 

	To switch to Contacts
	CTRL+3 

	To switch to Tasks 
	CTRL+4 

	To switch to Notes 
	CTRL+5 

	To switch to Folder List in Navigation Pane
	CTRL+6 

	To switch to Shortcuts
	CTRL+7 

	Select all
	CTRL+A

	To select all items in the current folder
	CTRL+A

	Delete a word
	CTRL+BACKSPACE

	Copy
	CTRL+C

	Delete an e-mail message, contact, calendar item, or task
	CTRL+D

	To delete 
	CTRL+D or DELETE

	To forward item
	CTRL+F 

	To create a new item of the type appropriate for the current folder
	CTRL+N 

	Print
	CTRL+P

	To print 
	CTRL+P 

	Mark an e-mail message as read
	CTRL+Q

	To save
	CTRL+S or SHIFT+F12 

	Open an appointment
	CTRL+SHIFT+A

	To create an Appointment
	CTRL+SHIFT+A 

	Open the address book
	CTRL+SHIFT+B

	Open a contact
	CTRL+SHIFT+C

	To create a Contact 
	CTRL+SHIFT+C 

	To create a Folder 
	CTRL+SHIFT+E 

	Open the Advanced Find dialog box
	CTRL+SHIFT+F

	To use Advanced Find 
	CTRL+SHIFT+F 

	To create a new Office document.
	CTRL+SHIFT+H 

	Switch to Inbox
	CTRL+SHIFT+I

	To create a Journal entry
	CTRL+SHIFT+J 

	Open a task
	CTRL+SHIFT+K

	To create a Task 
	CTRL+SHIFT+K 

	To create a Distribution list
	CTRL+SHIFT+L 

	Open an e-mail message
	CTRL+SHIFT+M

	To create a Message 
	CTRL+SHIFT+M 

	To create a Note 
	CTRL+SHIFT+N 

	Switch to Outbox
	CTRL+SHIFT+O

	To create a new Search Folder
	CTRL+SHIFT+P 

	To create a Search Folder
	CTRL+SHIFT+P 

	Open a meeting request
	CTRL+SHIFT+Q

	To create a Meeting request
	CTRL+SHIFT+Q 

	To create a Post in this folder
	CTRL+SHIFT+S 

	To create a Task request
	CTRL+SHIFT+U 

	To move item to another folder
	CTRL+SHIFT+V 

	To create a Fax 
	CTRL+SHIFT+X 

	To copy item to another folder
	CTRL+SHIFT+Y 

	Paste
	CTRL+V

	To jump to a different folder
	CTRL+Y 

	Undo
	CTRL+Z

	To undo
	CTRL+Z or ALT+BACKSPACE 

	Read previous email
	Ctrl-<

	Read next email
	Ctrl->

	Go to Mail
	Ctrl-1

	Go to Calendar
	Ctrl-2

	Go to Contacts
	Ctrl-2

	Select all items
	Ctrl-A

	Bold (Contacts notes section)
	Ctrl-B

	Bold (RichText or HTML mail)
	Ctrl-B

	Copy
	Ctrl-C

	Delete opened item
	Ctrl-D

	Send email message
	Ctrl-Enter

	Forward selected mail
	Ctrl-F

	Italics (Contacts notes section)
	Ctrl-I

	Italics (RichText or HTML mail)
	Ctrl-I

	Create new default item
	Ctrl-N

	Open selected item
	Ctrl-O

	Print
	Ctrl-P

	Mark item as read
	Ctrl-Q

	Reply to selected message
	Ctrl-R

	Save
	Ctrl-S

	Create Appointment
	Ctrl-Shift-A

	Create Contact
	Ctrl-Shift-C

	Create Folder
	Ctrl-Shift-E

	Select to last item
	Ctrl-Shift-End

	Advanced Find
	Ctrl-Shift-F

	Create Flag for follow-up
	Ctrl-Shift-G

	Select to first item
	Ctrl-Shift-Home

	Switch to Inbox
	Ctrl-Shift-I

	Create Task
	Ctrl-Shift-K

	Create Message
	Ctrl-Shift-M

	Create Note
	Ctrl-Shift-N

	Switch to Outbox
	Ctrl-Shift-O

	Create Meeting Request
	Ctrl-Shift-Q

	Create Task Request
	Ctrl-Shift-U

	Mark item as unread
	Ctrl-U

	Underline (Contacts notes section)
	Ctrl-U

	Underline (RichText or HTML mail)
	Ctrl-U

	Paste
	Ctrl-V

	Cut
	Ctrl-X

	Folder List - Open
	Ctrl-Y

	Redo (within text field)
	Ctrl-Y

	Undo
	Ctrl-Z

	Move selected item to Deleted Items folder
	Delete Key

	Move down current level of treeview
	Down Arrow

	Move to next date
	Down Arrow

	Move cursor to end of email list
	End

	Move to last item
	End

	Open selected item
	Enter

	To open item
	ENTER or CTRL+O

	Cancel the current operation
	Escape Key

	Make the Find a Contact box active
	F11

	Open “Find a Contact”
	F11

	To save as 
	F12 

	To turn on editing in a field (except icon view)
	F2 

	To find items 
	F3 or CTRL+E 

	To search for text in items
	F4 

	Check for new mail
	F5 (Outlook 2000,2002)

	Check for new mail
	F5 or CTRL+M

	Move to next Window pane
	F6

	To switch between the Navigation Pane and the Information Viewer
	F6 or CTRL+SHIFT+TAB 

	To check spelling 
	F7 

	Check for new mail
	F9 (Outlook 2003)

	Move cursor to top of email list
	Home

	Move to first item
	Home

	Move focus to attachments list
	Insert + A

	Say All
	Insert + Down Arrow

	In spellchecker read misspelled word and suggestion
	Insert + F7

	Launch Global keystrokes listbox
	Insert + F8

	Say Selected Text
	Insert + Shift + Down Arrow

	Say Line
	Insert + Up Arrow

	Collapse current branch of treeview
	Left Arrow

	To collapse/expand a group in the Information Viewer
	LEFT or RIGHT ARROW

	Move forward one week
	Page Down

	Move backwards one week
	Page Up

	Move down one screen
	PgDn

	Move up one screen
	PgUp

	To perform this action…
	Press…

	To perform this action…
	Press…

	Expand current branch of treeview
	Right Arrow

	To delete without sending item to Deleted Items
	SHIFT+DELETE

	To find next during text search
	SHIFT+F4 

	Move to appointments on current date
	Tab (hit enter twice to open )

	Down Arrow
	Up Arrow

	Move up current level of tree view
	Up Arrow


   Thanking you,




                                              Akash Prasanna
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