	Keyboard Command Shortcuts 
Matching Game- March 8th, 2010

	Directions: Open a new word document then used the =rand() to create random text. Use the text and do the steps below to find the shortcut. Then select the correct command from the wordbank to match with the shortcut. All of today’s shortcuts are used to make formatting changes.  Make sure to match the destination formatting when pasting the answers.
	



	#
	Command Shortcut
(Ctrl +Key)
	Follow Steps 
	Type of Formatting Change

	1)
	A
	Just press Ctrl +A
	

	2)
	B
	Highlight text and press Ctrl +B
	

	3)
	C
	Highlight text and press Ctrl +C
	

	4)
	D
	
	

	5)
	E
	Highlight text and press Ctrl +E
	

	6)
	F
	
	

	7)
	G
	
	

	8)
	H
	
	

	9)
	I
	Highlight text and press Ctrl +I
	

	10)
	J
	Highlight two or more lines of  text and press Ctrl +J
	

	11)
	K
	
	

	12)
	L
	Highlight two or more lines of text and press Ctrl +L
	

	13)
	M
	Highlight two or more lines of text and press Ctrl +M
	

	14)
	N
	
	

	15)
	O
	
	

	16)
	P
	
	

	17)
	Q
	Highlight two or more lines of text and press Ctrl J then  press Ctrl +Q
	

	18)
	R
	Highlight two or more lines of text and press Ctrl +R
	

	19)
	S
	
	

	20)
	T
	Highlight two or more lines of text and press Ctrl +T
	

	21)
	U
	Highlight text and press Ctrl +U
	

	22)
	V
	Highlight text and press Ctrl +C then place insertion point in a new location and press Ctrl +V
	

	23)
	W
	
	

	24)
	X
	Highlight text and press Ctrl +X
	

	25)
	Y
	Type a word then press Ctrl+Y
	

	26)
	Z
	Type a word then press Ctrl +Z
	

	27)
	2
	Highlight two or more lines of text and press Ctrl +2
	

	28)
	1
	Highlight two or more lines of text and press Ctrl +1
	

	29)
	5
	Highlight two or more lines of text and press Ctrl +5
	

	30)
	Home 
	
	

	31)
	End
	
	

	32)
	Page Up
	
	

	33)
	Page Down
	
	



Word Bank for Today

Creates a Hanging Indent second line
Cuts a highlighted text
Highlight a Paragraph or Text and it will Indent it.
Highlight more than one line of Text then 1.5 spaces it
Highlight more than one line of text then Double Spaces it
Highlight more than one line of Text then single spaces it
Highlight Text then does full justification
Highlight Text then it Centers it
Highlight Text then it Copies the text
Highlight Text then it will Left Align it
Highlight Text then removes any paragraph formatting
Highlight Text then toggles Bold
Highlight Text then toggles Italics
Highlight Text then toggles Underline
Highlights All Text
Paste a copied or cut part of the Document.
Redo the last action.
Right Margin Alignment
Undo the last command or change to document.

