o PowerPoint keyboard shortcuts B Microsoft

AUTOMBLIC SAVE ... Save
CtrlG, X, V. Copy, Cut, Paste
CrlHKe Insert hyperlink
QU Undo
Y Redo
M Create new slide after currently selected thumbnail
Tab oo Move left to right through placeholders on a slide
Enteror F2. ... Select or edit the current placeholder
B End editing text in a placeholder
Ctrl G Copy slide
G U Paste slide
QB Bold
L Italic
Gl Underline
Gl L. Align left
CUHR. Align right
G Align centered
Qe Move slide up one position
Qo Move slide down one position
CtrlShift+ o Move slide to 1st position
CtrlShifty. Move slide to last position
S Move: Nudge shape right
D Move: Nudge shape left
D Move: Nudge shape up
P Move: Nudge shape down
CrlShift+[ ..o Arrange: Send shape to back

For training contact Mike Witherell | trainingonsitecom | mikewitherell@jetsetcom.net | 301-524-6609

Ctrl] .o Arrange: Send shape backward
CrlShiftH] oo Arrange: Send shape to front
Ctrlt] oo Arrange: Send shape forward
P Right one character
D T Left one character
Q> Right one word
Gl Left one word
A Up one line
2 I Down one line
QU Up one paragraph
Gy Down one paragraph
Home. Beginning of line
ENd End of line
CtribHome. ..o Beginning of placeholder or notes
CrlHENd . End of placeholder or notes
Shifth= Right one character
Shifte Left one character
ShiftFClrle—> . Right one word
SHIfthCHrl€ L Left one word
ShiH A Up one line
Shift Down one line
Shift+Ctrl+™ o Up one paragraph
SHIfthCrY L Down one paragraph
ShifttHome. ... To beginning of paragraph
Shift+ENd ... To end of paragraph
Shift+Ctrl+Home. ... To beginning of placeholder or notes
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