
Cheat Sheet for comprehensive Microsoft Word Advanced 

Document Navigation and Editing 

Keyboard Shortcuts 

-   Ctrl + Home/End: Go to the beginning/end of the document. 

-   Ctrl + Page Up/Down: Move to the previous/next page. 

-   Ctrl + G: Go to a specific page, line, or section. 

-   Ctrl + Shift + G: Go to a specific bookmark. 

-   F5: Go to a specific field, bookmark, or object. 

-   Ctrl + Z/Y: Undo/Redo the last action. 

-   Ctrl + X/C/V: Cut, copy, and paste selected text. 

-   Ctrl + A: Select all text in the document. 

-   Shift + F5: Move to the last edit made. 

Advanced Editing 

-   Track Changes:  

  -   Ctrl + Shift + E: Toggle Track Changes. 

  -   Review > Changes > Accept/Reject: Manage tracked changes. 

-   Find and Replace: 

  -   Ctrl + F: Find text. 

  -   Ctrl + H: Replace text. 

  -   Advanced Find: Use wildcards and formatting options. 

-   Advanced Find Options: 

  -   ?: Single character wildcard. 

  -   *: Multiple character wildcard. 

  -   [abc]: Match any one of the characters inside the brackets. 

  -   [!abc]: Match any character not inside the brackets. 



Formatting and Styles 

Paragraph and Text Formatting 

-   Ctrl + B/I/U: Bold, Italic, Underline. 

-   Ctrl + Shift + >/<: Increase/Decrease font size. 

-   Ctrl + Shift + L: Apply bulleted list. 

-   Ctrl + Shift + N: Apply normal style. 

-   Ctrl + E: Center text. 

-   Ctrl + L/R: Align text left/right. 

-   Ctrl + J: Justify text. 

Styles and Themes 

-   Ctrl + Alt + Shift + S: Manage styles. 

-   Ctrl + Shift + S: Apply a style. 

-   Alt + Ctrl + Shift + S: Open the Style Pane. 

-   Theme:  

  -   Design > Themes: Apply a theme. 

  -   Customize Theme: Modify colors, fonts, and effects. 

Tables and Charts 

Creating and Formatting Tables 

-   Ctrl + Alt + T: Insert a table. 

-   Alt + Shift + Arrow Keys: Select cells, rows, or columns. 

-   Ctrl + Shift + =: Insert a row above the current row. 

-   Ctrl + =: Insert a row below the current row. 

-   Ctrl + Shift + -: Delete the current row. 

-   Table Design:  

  -   Table Styles: Apply predefined styles. 

  -   Borders and Shading: Customize borders and shading. 



Charts 

-   Insert > Chart: Insert a chart. 

-   Chart Design:  

  -   Chart Styles: Apply predefined styles. 

  -   Change Chart Type: Modify the chart type. 

  -   Add Chart Element: Add titles, legends, and data labels. 

Advanced Features 

Fields and Mail Merge 

-   Ctrl + F9: Insert a field. 

-   Alt + F9: Toggle field codes. 

-   Mail Merge: 

  -   Mailings > Start Mail Merge: Begin the process. 

  -   Select Recipients: Choose the data source. 

  -   Insert Merge Field: Add fields to the document. 

  -   Preview Results: View the merged document. 

  -   Finish & Merge: Complete the merge. 

Macros and Automation 

-   Alt + F8: Open the Macro dialog box. 

-   Alt + F11: Open the Visual Basic for Applications (VBA) editor. 

-   Record Macro:  

  -   View > Macros > Record Macro: Start recording. 

  -   Stop Recording: Stop the macro. 

-   Run Macro:  

  -   View > Macros > Run Macro: Execute a macro. 



Collaboration and Reviewing 

Comments and Reviewing 

-   Ctrl + Alt + M: Insert a comment. 

-   Review > Show Comments: Toggle comment visibility. 

-   Review > Previous/Next: Navigate between comments. 

-   Review > Resolve: Resolve a comment. 

Co-Authoring 

-   Share:  

  -   File > Share: Share the document for co-authoring. 

  -   Track Changes: Enable to track changes made by others. 

-   Real-Time Collaboration:  

  -   View > People: See who is editing the document. 

  -   Sync Changes: Ensure all changes are synchronized. 

Customization and Productivity 

Customizing the Ribbon 

-   File > Options > Customize Ribbon: Add or remove tabs and commands. 

-   Quick Access Toolbar:  

  -   Customize Quick Access Toolbar: Add frequently used commands. 

  -   Alt + Number: Access commands on the Quick Access Toolbar. 

Templates and Building Blocks 

-   File > New: Create a new document from a template. 

-   Save As Template: Save a document as a template. 

-   Building Blocks:  

  -   Insert > Quick Parts > Building Blocks Organizer: Manage building blocks. 

  -   Insert > Quick Parts > Field: Insert predefined fields. 



Tips and Tricks 

Document Protection 

-   Review > Protect Document:  

  -   Restrict Formatting and Editing: Limit formatting and editing. 

  -   Encrypt with Password: Add a password to protect the document. 

AutoCorrect and AutoFormat 

-   File > Options > Proofing > AutoCorrect Options:  

  -   Replace text as you type: Automatically correct common typos. 

  -   AutoFormat as You Type: Automatically format text. 

Quick Parts and Snippets 

-   Insert > Quick Parts > Save Selection to Quick Part Gallery: Save a selection as a 

Quick Part. 

-   Insert > Quick Parts: Insert saved Quick Parts. 

Document Views 

-   View > Print Layout/Web Layout/Draft: Switch between views. 

-   View > Zoom: Adjust the zoom level. 

-   View > Ruler: Toggle the ruler. 

-   View > Navigation Pane: Toggle the navigation pane. 

Examples 

Example: Creating a Table of Contents 

1.   Apply Heading Styles: Apply Heading 1, Heading 2, etc., to your headings. 

2.   Insert Table of Contents:  

   -   References > Table of Contents > Automatic Table 1: Insert a TOC. 

   -   Custom Table of Contents: Customize the TOC format. 

3.   Update Table of Contents:  

   -   Right-click > Update Field: Update the TOC after changes. 

Example: Using Fields 

1.   Insert a Date Field:  



   -   Ctrl + F9: Insert a field. 

   -   Type { DATE \@ "MMMM d, yyyy" }: Insert a formatted date. 

2.   Insert a Page Number:  

   -   Ctrl + F9: Insert a field. 

   -   Type { PAGE }: Insert the current page number. 

Example: Mail Merge 

1.   Prepare the Data Source: Create an Excel spreadsheet with recipient data. 

2.   Start Mail Merge:  

   -   Mailings > Start Mail Merge > Letters: Choose the document type. 

3.   Select Recipients:  

   -   Mailings > Select Recipients > Use an Existing List: Choose your Excel file. 

4.   Insert Merge Fields:  

   -   Mailings > Insert Merge Field: Add fields to the document. 

5.   Preview Results:  

   -   Mailings > Preview Results: View the merged document. 

6.   Finish & Merge:  

   -   Mailings > Finish & Merge > Print Documents: Complete the merge. 

This cheat sheet provides a comprehensive overview of advanced features in Microsoft 

Word, ensuring you can navigate, format, and collaborate efficiently. 
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