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Unit 1: Module 3, Activity 3
Shortcuts, Toolbars and Key strokes for Headings and Styles
Word 2010 and 2007	2
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Styles	5
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[bookmark: _Toc398032209]Headings
	Heading
	Shortcut
	Quick Access Toolbar
	Toolbar
	Key stroke

	Title
	
	Title
	Home 
Styles 
Title
	Alt and H
L
Cursor keys to Title
Return

	Subtitle
	
	Subtitle
	Home 
Styles 
Subtitle
	Alt and H
L
Cursor keys to Subtitle
Return

	Heading 1
	Ctrl, Alt, 1
	Heading 1
	Home 
Styles 
Heading 1
	Alt and H
L
Cursor keys to Heading 1
Return

	Heading 2
	Ctrl, Alt, 2
	Heading 2
	Home 
Styles 
Heading 2
	Alt and H
L
Cursor keys to Heading 2
Return

	Heading 3
	Ctrl, Alt, 3
	Heading 3
	Home 
Styles 
Heading 3
	Alt and H
L
Cursor keys to Heading 3
Return

	Heading 4
	
	Heading 4
	Home 
Styles 
Heading 4
	Alt and H
L
Cursor keys to Heading 4
Return




	Heading
	Shortcut
	Quick Access Toolbar
	Toolbar
	Key stroke

	Normal
	Ctrl, Shift, N
	Normal
	Home 
Styles 
Normal
	Alt and H
L
Cursor keys to Normal
Return




[bookmark: _Toc398032210]Styles
	Style
	Shortcut
	Quick Access Toolbar
	Toolbar
	Key stroke

	List bullet
	Ctrl, Shift, L
	List bullet
	Home 
Styles 
List bullet
	Alt and H
L
Cursor keys to List bullet
Return

	Quote
	
	Quote
	Home 
Styles 
Quote
	Alt and H
L
Cursor keys to Quote
Return

	List number
	
	List number
	Home 
Styles 
List number
	Alt and H
L
Cursor keys to List number
Return
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Word 2003
[bookmark: _Toc398032212]Headings
	Heading
	Shortcut
	Formatting Toolbar
	Drop down menus
	Key stroke

	Title
	
	Title
	Format
Styles and formatting
Title
	Alt and O
S
Cursor keys to Title
Return

	Subtitle
	
	Subtitle
	Format
Styles and formatting
Subtitle
	Alt and O
S
Cursor keys to Subtitle
Return

	Heading 1
	Ctrl, Alt, 1
	Heading 1
	Format
Styles and formatting
Heading 1
	Alt and O
S
Cursor keys to Heading 1
Return


	Heading 2
	Ctrl, Alt, 2
	Heading 2
	Format
Styles and formatting
Heading 2
	Alt and O
S
Cursor keys to Heading 2
Return

	Heading 3
	Ctrl, Alt, 3
	Heading 3
	Format
Styles and formatting
Heading 3
	Alt and O
S
Cursor keys to Heading 3
Return

	Heading 4
	
	Heading 4
	Format
Styles and formatting
Heading 4
	Alt and O
S
Cursor keys to Heading 4
Return





	Heading
	Shortcut
	Quick Access Toolbar
	Toolbar
	Key stroke

	Normal
	Ctrl, Shift, N
	Normal
	Format
Styles and formatting
Normal
	Alt and O
S
Cursor keys to Normal
Return
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	Style
	Shortcut
	Formatting Toolbar
	Drop down menus
	Key stroke

	List bullet
	Ctrl, Shift, L
	Title
	Format
Styles and formatting
List bullet
	Alt and O
S
Cursor keys to List bullet
Return

	Quote
	
	Quote
	Format
Styles and formatting
Quote
	Alt and O
S
Cursor keys to Quote
Return

	List number
	
	List number
	Format
Styles and formatting
List number
	Alt and O
S
Cursor keys to List number
Return
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