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Create shortcutsfor quick actionsin Word 2013

By default, Word 2013 has set up keyboard shortcuts for some commands to help you work faster. But you can
still edit and create many other shortcuts for you to perform text formatting, save files and perform many other
operations faster.

By default, Word 2013 has set up keyboard shortcuts for some commands to help you work faster. But you can
still edit and create many other shortcuts for you to perform text formatting, save files and perform many other
operations faster.

The following article shows you how to create shortcuts to quickly work in Word 2013.
Step 1: Open the Customize Ribbon.

First, click the Filetab .
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Next, click Optionsin the left menu to open Word Options.
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In the Word Options dialog box, select Customize Ribbon in the menu to the left of Word Options.
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Or you can quickly open Customize Ribbon by right-clicking on any card title on the Ribbon and selecting
Customizethe Ribbon .



E

-

=

PAGEL OF1

HOME

Customize Quick Accesgf colbar,
L] Calibri (Body) | %
D Show Quick Access Ibar Below the Ribbon
B I U - ay .
Paste N A, A Customize the Ribbon... I: Editing
Clipboard Fon Collapse the Ribbon 5 Y
L E i 2 3 4 5 3 7 ] 3 10 i1 12 i3 i4 i5

(5 = Document4 - Word (Non-Commercial Use) (Product Activa,

i w:yThuThuatPhénMem n-

MESTSR

0 WORDS

EMNGLISH {UNITED STATES)

Step 2: In the Customize Ribbon section, select Customize as shown below.
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Step 3: Set up keyboard shortcuts for commands in Word.

On the Customize Keyboard window , in Categoriesisalist of items, in Commands are all commands.

Y ou want to add shortcuts for any command you select items in Categories to narrow the list of commands in

Commands.

When you press the command in Commands if the Current keys section is left blank, this command has not
been set a shortcut. You just need to set the shortcut that you want to assign to the command in the Press new
shortcut key and press Assign to add the shortcut. Note: if the shortcut you set has not been used for any

command in Word, under the Currently assigned to section will display [unassigned] .
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If you set the shortcut that has been assigned to another command in Word, under the Currently assigned to
section will appear the section where this shortcut has been assigned.
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Y ou can set up other shortcuts until [unassigned] appears.
Note: multiple keyboard shortcuts can be assigned to a command.

After the setup is complete, click Close to close the Customize Keyboard dialog box and close the Word
Optionsdialog box .
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Thus, the article has shown you how to create shortcuts for commands in Word 2013. Y ou can view and delete
other shortcuts that Word has set up. Good luck!

Y ou finished reading the article "Create shortcuts for quick actionsin Word 2013" edited by the TipsM ake
team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar
articles on tips and guides. Thank you for reading and for following us regularly.
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