	WORD
	EXCEL

	Control
	Alt
	Control
	Alt

	A Select all
	Table menu
	Select all
	Table menu

	B Bold
	Acrobat menu
	
	Acrobat menu

	C Copy
	--
	Copy
	

	D Font properties (character spacing and text effects)
	--
	Fill down
	Data menu

	E Center paragraph alignment
	Edit menu
	
	Edit menu

	F Find (replace/go to tab)
	File menu
	Find
	File menu

	G Go to
	--
	
	

	H Replace
	Help menu
	
	

	I Italics
	Insert menu
	
	Insert menu

	J --
	--
	
	

	K Insert hyperlink
	--
	
	

	L Left justification of text
	--
	
	

	M Indent
	--
	
	

	N New document
	--
	
	

	O Open file
	Format menu
	
	Format menu

	P Print
	--
	
	

	Q --
	--
	
	

	R Right justification of text
	Draw menu
	Fill right
	

	S Save
	--
	
	

	T Hanging indent
	Tools menu
	
	Tools menu

	U Underline
	Auto shapes menu
	
	

	V Paste
	View menu
	
	View menu

	W Close document
	Window menu
	
	

	X (Drag selected) Cut
	--
	
	

	Y Repeat typed text
	--
	
	

	Z Undo 
	--
	
	

	1 Single spaced paragraph
	--
	
	

	2 Double spaced paragraph
	--
	
	

	5 1.5 line spaced paragraph
	--
	
	

	0 Open/close paragraph
	--
	
	

	+/(Shift +)  Sub/superscript
	--
	
	

	( or ) Open/close paragraph
	--
	
	

	[  or ]  Decreases or increases font size
	--
	
	

	Arrow Moves drawing object by a very small amount
	Moves cursor across fields like “tab”
	
	


