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 press these keys 
together 

completed 

open saved 
document 

Ctrl + O  

open new 
document 

Ctrl + N  

save  Ctrl + S  

print  Ctrl + P  

undo  Ctrl + Z  

redo  Ctrl + Y  

FONT   

bold Ctrl + B  

italic  Ctrl + I  

underline Ctrl + U  

subscript Ctrl + =  

superscript Ctrl + Shift + +  

increase font size Ctrl + Shift + >  

decrease font size  Ctrl + Shift + <  

Clipboard   

copy Ctrl + C  

cut  Ctrl + X  

paste  Ctrl + V  

Proofing   

spelling and 
grammar check 

F7  

thesaurus Shift + F7  
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