Microsoft Office
Step By Step

Keyboard Commands

Macintosh: COM = (
Windows: COM = CTRL

	
	Word
	Excel
	PowerPoint

	COM A
	Select All Text
	Select All Cells
	Select All Objects

	COM B
	Bold Text
	Bold Text
	Bold Text

	COM C
	Copy Text
	Copy Selection
	Copy Objects

	COM D
	Format Text
	Fill Down
	Duplicate Objects

	COM E
	Align CEnter
	
	Align Center

	COM F
	Find Text
	Find Text
	Find Text

	COM G
	Go To Page
	Go To Cell
	Show/Hide Guides

	COM H
	Replace Text
	Replace Text
	Replace Text

	COM I
	Italic Text
	Italic Text
	Italic Text

	COM J
	Justify Paragraph
	
	Justify Paragraph

	COM K
	
	
	

	COM L
	Align Left
	
	Align Left

	COM M
	Indent to Tab Stop
	
	New Slide

	COM N
	New Document
	New Workbook
	New Presentation

	COM O
	Open Document
	Open Workbook
	Open Presentation

	COM P
	Print Document
	Print Worksheet
	Print Presentation

	COM Q
	Cancel Paragraph Format
	
	Quit Program

	COM R
	Align Right
	Fill Right
	Align Right

	COM S
	Save Document
	Save Workbook
	Save Presentation

	COM T
	Hanging IndenT
	
	Format FonT

	COM U
	Underline Text
	Underline Text
	Underline Text

	COM V
	Paste Text
	Paste Selection
	Paste Objects

	COM W
	Close Window
	Close Window
	Close Window

	COM X
	Cut Text
	Cut Selection
	Cut Objects

	COM Y
	Repeat/Redo Action
	Repeat/Redo Action
	Repeat/Redo Action

	COM Z
	Undo Last Action
	Undo Last Action
	Undo Last Action


