
 

MICROSOFT WORD 
 

DOCUMENT WRITING/EDITING TIPS & SHORTCUTS 

 
TEXT SELECTION TECHNIQUES 

Ctrl + Shift + End  Select from current location to the end of the document 
Ctrl + Shift + Home Select from current location to the beginning of the document 

 

Keys (Press these) Action Performed 
 Enter New paragraph 
 Shift + Enter Line break  

(move to next line without creating a new paragraph) 
 Spacebar Create a single space 
 Tab Indent (default is ½ inch; can customize) 
 Backspace Deletes text/characters to the left 
 Delete Deletes text/characters to the right 
 Ctrl + B BOLD text 
 Ctrl + I ITALICIZE text 
 Ctrl + U UNDERLINE text 
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 Shift + Enter Line break  

(move to next line without creating a new paragraph) 
 Spacebar Create a single space 
 Tab Indent (default is ½ inch; can customize) 
 Backspace Deletes text/characters to the left 
 Delete Deletes text/characters to the right 
 Ctrl + B BOLD text 
 Ctrl + I ITALICIZE text 
 Ctrl + U UNDERLINE text 
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