
The Ultimate Microsoft Word 2024 for
Windows Keyboard Shortcuts Guide: Unlock
Efficiency and Speed Up Your Workflow
Microsoft Word 2024 for Windows is a powerful word processing software
that offers a wide range of features to help you create and edit documents
efficiently. One of the best ways to enhance your productivity in Word is to
master the use of keyboard shortcuts. Keyboard shortcuts allow you to
perform common tasks quickly and easily, without having to navigate
through menus or use the mouse.
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This comprehensive guide will provide you with an extensive list of
keyboard shortcuts for Microsoft Word 2024 for Windows. These shortcuts
cover all aspects of the software, from basic editing commands to
advanced formatting options.

General Navigation
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Open a new document: Ctrl + N

Open an existing document: Ctrl + O

Save a document: Ctrl + S

Undo an action: Ctrl + Z

Redo an action: Ctrl + Y

Cut selected text: Ctrl + X

Copy selected text: Ctrl + C

Paste selected text: Ctrl + V

Delete selected text: Delete

Move to the beginning of a line: Home

Move to the end of a line: End

Move up one line: Up arrow

Move down one line: Down arrow

Move to the beginning of a document: Ctrl + Home

Move to the end of a document: Ctrl + End

Text Editing

Bold selected text: Ctrl + B

Italicize selected text: Ctrl + I

Underline selected text: Ctrl + U

Strikethrough selected text: Ctrl + ~



Change font: Ctrl + Shift + F

Change font size: Ctrl + Shift + P

Change text color: Ctrl + Shift + C

Align text left: Ctrl + L

Align text center: Ctrl + E

Align text right: Ctrl + R

Justify text: Ctrl + J

Create a bulleted list: Ctrl + Shift + B

Create a numbered list: Ctrl + Shift + N

Increase indent: Tab

Decrease indent: Shift + Tab

Document Formatting

Insert a header: Alt + Ctrl + H

Insert a footer: Alt + Ctrl + F

Change page orientation: Ctrl + P

Change page size: Ctrl + Shift + P

Insert a page break: Ctrl + Enter

Create a section break: Ctrl + Alt + Enter

Insert a table: Ctrl + Alt + T

Insert a chart: Ctrl + Alt + C



Insert a picture: Ctrl + Alt + P

Advanced Features

Open the Find and Replace dialog: Ctrl + H

Go to a specific page: Ctrl + G

Display the Word Count dialog: Ctrl + Shift + C

Protect a document: Ctrl + Alt + L

Track changes: Ctrl + Shift + E

Create a macro: Alt + F8

Run a macro: Alt + F8

This guide provides you with a comprehensive list of keyboard shortcuts for
Microsoft Word 2024 for Windows. Mastering these shortcuts will
significantly enhance your productivity and help you get more done in less
time. By incorporating these shortcuts into your daily workflow, you can
streamline your tasks, minimize distractions, and stay focused on creating
high-quality documents.

Summary Table of Keyboard Shortcuts

Category Shortcut Description

General Navigation Ctrl + N Open a new document

General Navigation Ctrl + O Open an existing document

Text Editing Ctrl + B Bold selected text



Category Shortcut Description

Document Formatting Ctrl + Alt + H Insert a header

Advanced Features Ctrl + Alt + F8 Run a macro
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Health Care Global Viewpoints: Samantha
Whiskey
Samantha Whiskey is a global health advocate and expert. She has
worked in over 50 countries, providing health care to underserved
populations. In this article, she shares...
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Teacher Educators' Reflections on Culturally
Relevant Teaching in Contemporary
Classrooms: A Comprehensive Exploration
In today's increasingly diverse classrooms, culturally relevant teaching
has become essential to ensuring that all students feel valued,
respected,...
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