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Add Your Favorite Commands to Word 97's Shortcut Menus

Word 97 lets you add any Word command to a shortcut menu. 
(the menu you 
see when you click the right mouse button).   


For example, let's say you want to access the list of AutoText entries every time you 
point to text and click the right mouse button.  Here's how:

           1.Select Tools / Customize.

           2.Click the Toolbars tab.

           3.At the bottom of the list, click a check into Shortcut Menus.

           4.The Shortcut Menus Toolbar will appear.

           5.Click the Text menu.  This displays a long list of all text-related operations.

           6.Select Text from this list to display the shortcut menu you see when you right-
click on text in a document.

           7.Go back to the Customize dialog (you may have to move it), and click the 
Commands tab. 

           8.Select Insert from the list of Categories on the left.

           9.Scroll down the list on the right until you see two AutoText commands.  Select 
the second one--not the one with the pointing finger icon.

          10.Drag the AutoText command to the shortcut menu.  Position it on the menu by 
dragging the horizontal black line.

          11.Click Close in the Customize dialog.

          12.Test your new command by right clicking on text in a document.  You can now 
insert any Autotext entry from the shortcut menu.

=========================================================

Word 97 Shortcuts: 
Edit and move text using shortcut keys.

Copy and move text and graphics using shortcut keys.
To:




Press:

Copy text or graphics


CTRL+C

Copy formats



CTRL+SHIFT+C

Move text or graphics


F2

Paste text or graphics


CTRL+V

Paste formats



CTRL+SHIFT+V

Delete text and graphics using shortcut keys.
To:




Press:

Delete one character to the left

BACKSPACE

Delete one word to the left 

CTRL+BACKSPACE

Delete one character to the right 
DELETE

Delete one word to the right 

CTRL+DELETE

Cut selected text to the Clipboard
CTRL+X

Undo the last action


CTRL+Z

Cut to the Spike


CTRL+F3

Insert special characters.
To insert:



Press:

Field




CTRL+F9
AutoText entry (open)


ALT+I+A+X 

Select AutoText entry name, 

and then: 



Press: 






ALT+I (or doubble click on the entry)

Be sure to expiroment creating your own auto text entries in the menu.

To insert:



Press:

Line break



SHIFT+ENTER

Page break



CTRL+ENTER

Column break



CTRL+SHIFT+ENTER

Optional hyphen


CTRL+HYPHEN

Nonbreaking hyphen


CTRL+SHIFT+HYPHEN

Nonbreaking space


CTRL+SHIFT+SPACEBAR

Copyright symbol


ALT+CTRL+C

Registered trademark symbol

ALT+CTRL+R

Trademark symbol


ALT+CTRL+T

Ellipsis (3 periods in a row)

ALT+CTRL+PERIOD

To:




Press:

Mark a table of contents entry

ALT+SHIFT+O

Cut to Spike(clipboard)

CTRL+F3

Insert Spike contents


CTRL+SHIFT+F3***(footnote)

Select text and graphics using shortcut keys.

Select text by holding down SHIFT and pressing keys that move the

insertion point.
To extend a selection


Press:

One character to the right

SHIFT+RIGHT ARROW

One character to the left

SHIFT+LEFT ARROW

To the end of a word


CTRL+SHIFT+RIGHT ARROW

To the beginning of a word

CTRL+SHIFT+LEFT ARROW

To the end of a line


SHIFT+END

To the beginning of a line

SHIFT+HOME

One line down



SHIFT+DOWN ARROW

One line up



SHIFT+UP ARROW

To the end of a paragraph

CTRL+SHIFT+DOWN ARROW

To the beginning of a paragraph
CTRL+SHIFT+UP ARROW

One screen down


SHIFT+PAGE DOWN

One screen up



SHIFT+PAGE UP

To the end of a document

CTRL+SHIFT+ END

To the beginning of a document
CTRL+SHIFT+ HOME

To include the entire document
CTRL+A

To a vertical block of text

CTRL+SHIFT+F8, and then use the arrow keys;



Press ESC to cancel selection mode.

To a specific location in a document
F8+arrow keys; press ESC to cancel

selection mode

Tip:   If you know the key combination to move the insertion point, you

can select the text by using the same key combination while holding down

SHIFT.


 For example, CTRL+RIGHT ARROW moves the insertion point to the

next word, and CTRL+SHIFT+RIGHT ARROW selects the text from the

insertion point to the beginning of the next word.

Select text and graphics in a table using shortcut keys.

To:




Press:

Select a column


ALT and hold it down while you click the column

Extend a selection (or block)

CTRL+SHIFT+F8, and then use the arrow keys

Reduce the selection size

SHIFT+F8

Select an entire table


ALT+5 on the numeric keypad

Extend a selection using shortcut keys.

In Extend mode:

 To:




Press:

Select the nearest character

F8+character

Turn extend mode on or off

F8

Reduce the size of a selection

SHIFT+F8

Move to a character, word, paragraph, column, or object using shortcut

keys.
To move:



Press:

One character to the left

LEFT ARROW

One character to the right

RIGHT ARROW

One word to the left


CTRL+LEFT ARROW

One word to the right


CTRL+RIGHT ARROW

One paragraph up


CTRL+UP ARROW

One paragraph down


CTRL+DOWN ARROW

To the previous frame or object
ALT+UP ARROW

To the next frame or object

ALT+DOWN ARROW

One column to the left (in a table)
SHIFT+TAB

One column to the right (in a table)
TAB

Move to a line, a page, a screen, the beginning or end of a document, or

the previous revision using shortcut keys.
To move:



Press:

Up one line



UP ARROW

Down one line



DOWN ARROW

To the end of a line


END

To the beginning of a line

HOME

Up one page



ALT+CTRL+PAGE UP

Down one page


ALT+CTRL+PAGE DOWN

Up one screen



PAGE UP

Down one screen


PAGE DOWN

To the bottom of a screen

CTRL+PAGE DOWN

To the top of a screen


CTRL+PAGE UP

To the end of a document

CTRL+END

To the beginning of a document
CTRL+HOME

To a previous revision


SHIFT+F5

To the location of the insertion point when the document was last

closed:




SHIFT+F5

Move around in a table using shortcut keys.
In a table, to move to the:

Press:

Next cell in a row


TAB

Previous cell in a row


SHIFT+TAB

First cell in a row


ALT+HOME

First cell in a column


ALT+PAGE UP

Last cell in a row


ALT+END

Last cell in a column


ALT+PAGE DOWN

Previous row



UP ARROW

Next row



DOWN ARROW

Insert paragraphs and tab characters using shortcut keys.

To insert: 



Press:

New paragraphs in a cell

ENTER

Tab characters in a cell

CTRL+TAB


***See the extended Help references in Word 97 Help. 

( Your Office Assistant will explain it to you.)

