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| Formatting
Cul+B - Bold
Ctri+] - Italic
Ctrl+ U - Underline |
Editing
Ctrl+X - Cut
Ctrl+C - Copy
Cirl+V - . Paste
Ctri+1] ~ Single line spacing
Ctrl+2 - Double line spacing
Ctrl+5 - 14 line spacing
Shift+Enter - Line break
Ctri+Enter - Page break
Cirl +Shift Enter - Column break
Ctrl+ A - Select All
Document shoricuis
Ciri+N - New Document
Ctrl+0O - Open
Ctrl+P - Print

# Lasa Information Systems Team. Keyboard Shorteuts, April 2006.-
cited{5/11/2006} .-available from:
http:/fwww. icthublmowledgebase org.uk/keyboardshorteuts
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Ctrl+S - Save
Ctrl+W - Close
Cti+Z - Undo the . last action
Ctrl+ Home - Move to start of the document

Crrl+ End - Move to end of the document

General Windows shortcuts
Ctri+Ese - Start Menu
Ctrl +Alt+ Del - End program that 1s not responding
eLC,
Alt+ Tab - Toggle between different windows /
programs
Alt+ F4 - Close current window

Useful "F" key commands

Fl - Help
F3 - Find all files (n Windows Explorer)
FS - Refresh window

F10 - Activate menu bar options
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