Lesson 2 Accessibility Keyboard Shortcuts

Keyboard Shortcuts

Keyboard shortcuts can be used to quickly select and execute task,e.g. Copying text and
lasting elsewhere in the document. You can also create your own shortcuts to help improve

efficiency. The following explains how to create a keyboard shortcut:-

1. Right-click on any blank area within the Ribbon (1)
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2. A context sensitive menu will appear. Click on Customize the Ribbon. (2)

oo te Ouick Aecess Tasitar
Luseamire Guick Arcest Taelhar
Sbing tng Ribbon

oo Gtk AEgers Toolba

l Cumomize the Bikbon., I

Coillagres e Bibhion
o 2

3. The Word Options- Customize the Ribbon window will appear. Next to Keyboard Shortcuts click

Customize.(3)
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4. The Customize Keyboard will appear.

Eurstwmere He Flbhon
Alaim T nizn |

1P

L Pl [

= Vihdaligs Es
# VIRedew

1

T M IDerdipe
At b

Funsonan flakarra
S ACREAT

5 oy fos

& [ 3lweeed Mg Piest]
|# s n..nm.._,

g T3,

U TRt

Mealemp | Reupme.
At T
| braemlpan v 3

(@)

uoLIVEWORKSHEETS



-

:' P Ll -
| | Specity = commn o

5

ategarier
|| ez =
H

It e Tals

Drasign Tab

b | Pege tapoul Tab
Refersnces Tab
Haik mps Tah
[Reviee 18l

it Aoroeroer sl

Commands:

i~y
DordarAi
BerdmiDattom
dordernarnz
Garderinside
dardarlsft
Bardrriane

H Specty apmoad sagueace

| e s
I i
I| (= Shires

1

|. CmTErty S b (Unasgne)

| Sage enanges i | Peormal

| Desarinzan
| Mases the salection betd Fogale

[

PrEss v SRTHTCUE HEY: @

A=t =B

Q=

5. In the Categories box, select the category that contains the command you wish to assign a
keyboard shortcut,e.g. The tab where you would find the desired command)See above picture.

6. In the Command box, select the command that you want to assign a keyboard shortcut to.See

above picture.

7.If a keyboard shortcut is already assigned to the command, it will appear in the Current keys box.

See picture above.

8. If there is no shortcut assigned to the command,place your cursor in the Press new shortcut key

box. See picture above.

9. Press the key combination that you want to assign to this command, (e.g.Alt+Ctrl+B). If you
receive a message that the combination that you select is already assigned to another command, try
a different combination.See picture above.

10. Click the Assigln button.See picture above.

11.Click the Close button.See the above picture.

Additional Keyboard Shortcuts.

The following are some used keyboard shortcuts in Word 2013.
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Function shorteut Description
Bold CTRL+ B Makes the text bold
Italic CTRL +1 Italicizes the text
Underling CTRL+ U Underlines the text
Standard keyboard shortcut for copying anything.
Copy CTRL+C ] yb " pying anything
Applicable across Windows
l Instead of making a copy, removes the text from the
Cut CTRL+ X current lacation and copies it to the dipboard, from
where it can be pasted into another location
= nythi li i men
—_— kemi iy astes anything from the clipboard into your current
lacation
Redo CTRL+Y Repeats the last action
Undo CTRL+Z Undo the last action
Selects all text on the page. Useful for copy-pastin
Select All CTRL+ A ; Fee e &
entire documents
Save As F12 Opens the ‘Save As’ dialog box
Open CTRL+0O {Opens an existing document
New iCTRL + N Creates a new document
Print ICTRL +P Opans the Print dialog box
Find/Replace IFE: Opens the find/replace/go-to dialog box
spell Check [F? Opens the spell chack
Insert Link ICTRL + K Inserts a link at the current location
|M-:Jve to Document End [CTRL + End HMUVES cursor to the end of the document
Move to Document Start ICTRL + Home Maoves cursor to the beginning of the document
Single Line Spacing ICTRL +1 Changes line-spacing to single space
Double Line Spacing IC‘I‘HL +2 Changes to double line spacing

Using the Keyboard to Navigate the Ribbon.

Some users may prefer using the keyboard as they work with Microsoft Word. Access Keys
allow you to control each button on the ribbon with the keyboard. The following
instructions explains how to use Access Keys.

1. Press the Alt key on the keyboard.

2. You will see letters and numbers appear next to the tabs and commands on the
ribbon (1)
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3. Press the corresponding number/letter on your keyboard to select that option. For
example , if you select the letter “H” for the Home tab, the tab will become selected
and you will see additional letter and number options for each command on the

selected tab. (2)
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4. Continue to press letters or numbers to navigate and select your desired

command.

Note: If a separate window opens in Word, use the tab key to move the cursor
throughout the window and Shift+Tab to move backwards. If checkboxes are

available, the space bar will allow you to place a check mark.

Questions

1. Give the steps for making keyboard

shortcuts?

2. Give 5 keyboard shorts that you think will be important for your work from

the list?

3. How do you use the Keyboard to Navigate the Ribbon? Give detail steps

uoLIVEWORKSHEETS



