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How to set up shortcuts on Microsoft Word 2016
your self

Through the shortcut on Microsoft Word, our work will be much faster. Besides, with Word 2016 you can
optionally set shortcuts for functions when working with text.

When working with Word document content and processing hundreds and thousands of different documents,
using a shortcut on Word will help them a lot. You can shorten the traditional operations when done with the
mouse, but the work is more effective.

Especialy with Word 2016, we can also set up shortcuts for any function. In parallel with traditional keyboard
shortcuts like previous versions of Word, users can use shortcuts with different functions set by themselves. In
this article, we will show you how to use the self-created shortcut feature in Word 2016.

Method 1:
Step 1:

Open Word 2016 on your device and pressthe Ctrl + Alt + " +" keys on the keypad of the numeric keypad.
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At this point, the arrow pointer icon will switch to the ? icon . We move the new icon of the mouse to the
location corresponding to the function that wants to set the shortcut on the Word interface and click select.

For example, | choose the Save file function. Soon a Customize Keyboard window will appear.

File Home Insert  Design  Loyout References Mailings  Review  View ';F'

Customize Keyboard [ b

Specifty a command
Categones Copmmands:

Spedity keyboard sequence
Cyrrent keys: Press ew shartout key:

Cirl=5
Shift+F12
Alt=Shift=F2

Saye changes inc | Mormal ~

Page1of1 Owords  English [United StEETRTA TR

Saves the active document ar template

Step 3.

At the Customize Keyboard window interface, under Press new shortcut key , enter the shortcut
combination you want to set for Save file, for example Alt + S. Click Asssign and Close to save this new

setting.
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Step 4:

If the shortcut for the function you selected is already in the system's settings, the current Current assigned
item will appear so that we can change the function shortcut again.
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M ethod 2
Step 1.

Y ou aso open Word 2016 on your computer, click File> Options.
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Step 2

In the Word Options interface, click the left menu and choose Customize Ribbon .
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Step 3:

Next, we select the function to set the shortcut in the list below and click Customize.



Word Options 7 "
General =
Eh Custornize the Ribbon and keyboard shortouts,
Display
e Choose commands frame Customize the Ribbon:
b Popular Cammands - Main Tabs -
Save
Faste ¥ Main Tabs
Language t3 Previows & [ Home
A nnced [ Print Preview and Print B 5 Insert
Quick Print 3
|| comomietivben | o G0
edo =
[ Reject Revision ;/ (9 Design
Quick Access Toolbar & (7 Layout
g ¢ Saveds 1 B References
Add-ins [i‘ﬁ Save Selection to Text Bax Gallery 8 [ Mailings
Trust Center UEJ See Multiple Pages & A Review
1% Set Numbering Value... Add > > = -~
L{)u: Shapes ¥ 8 A View
A Shrink Font Berr @ [] Developer T
¥ Spelling & Grammar @ A Add-ins
Style I- & [ Blog Post
A Styles.. & [ Insert {Blog Post)
E TetBox v e
¥ TenHighlight Color v 8 [ Outlining
Text Stybes ' 1 b Background Remaoval
# Track Changes
S Unds * Hew Tab I
| View Whole P I
[l Viw Wholc Page Customizations: | Rgset =
Keyboard shortouts: | Cusfomize... imgert/Bxpont ~ |

Step 4:

Soon after, the Customize Keyboard window appears. We also enter the shortcut key to assign the function to
the Press new shortcut key box. After that, perform the following operations similar to the way 1 above.
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Press pew shortout key:

Here are 2 ways to set up function shortcuts for Word 2016. With this feature, we can create more shortcut keys
with optional functions when working with Word text content, helping to untie. faster and more efficient at

work.

Refer to thefollowing articles:

1. Useful tips on Microsoft Word 2016

1. How to recover a corrupted or lost Word 2016 document

1. Summary of common shortcuts in Microsoft Word



| wish you all success!

Y ou finished reading the article "How to set up shortcutson Microsoft Word 2016 your self" 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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