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Keyboard Shortcuts - suitable for all

	Ctrl + c
	This shortcut performs the same function as the copy icon  
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You should press the Ctrl key AND the 'c' key at the same time. This will then 'copy' and text you have highlighted.

Use the following shortcuts to perform other essential functions.

	

	Ctrl + x
	This shortcut will 'cut' any highlighted text (or image etc.)

	Ctrl + v
	This shortcut will 'paste' anything that has been 'copied' or 'cut'

	Shift + Insert   or          + Ins will also 'paste'

	

	Ctrl + z
	This shortcut will go 'back' one action or 'undo'

	Ctrl + y
	This shortcut will go 'forward' one action or 're-do'

	

	Ctrl + b
	Makes Bold
	You can use any of these FORMATTING shortcuts with any highlighted text.  The justification shortcuts will also work with highlighted images and objects.

To highlight text press SHIFT + Ctrl together and then use the direction arrows to select one word at a time.  Use SHIFT only to select one letter at a time

	Ctrl + I 
	Makes Italic
	

	Ctrl + u
	Underlines
	

	Ctrl + L
	Left Justify
	

	Ctrl + r
	Right Justify
	

	Ctrl + e
	Centre Justify
	

	Ctrl + j
	Fully Justify
	

	

	Ctrl + s
	This shortcut will 'save' any file you are working on

	Ctrl + o
	This shortcut will 'open' any file you have already saved

	Ctrl + n
	Will open a new file - however if you open one by mistake you may need to use the second (Alt) command to go back to where you were. Use the direction arrows to locate your original file.

	Alt + w
	

	

	The ALT tab can also be used in conjunction with any underlined menu button - try Alt + t and Alt + v to see which menus drop down

	

	Home or End will take your cursor to the beginning or end of your line or text AND by pressing Ctrl as well as Home or End, the cursor can be made to go to the beginning or end of your document. 
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