Ctrl l f B
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Makes highlighted text Bold

Ctrl f I

Makes highlighted text Jtalic
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Ctrl f U

J

Makes highlighted text
Underlined

Ctrl f C

Copies highlighted text or
Images
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Ctrl f X

J

Cuts highlighted text or

lmag es

Ctrl f V

Pastes items that have been
cut or copied
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Ctrl l f

J

Prints the active file

Ctrl f A

Highlights all text and
graphics in the active window
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Alt

+

Fly

Exit Microsoft Word

Ctrl

+

Undo your last action
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Ctrl f

J S

Searches for specified text in |
the active document |

Ctrl f

Create a new document
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Ctrl + O

Open a document

Ctrl +

Save the active document
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