Quickly Resizing Text
There’s a keyboard shortcut in Office that allows you to quickly resize text – useful if you’re not sure what size you need to fill a certain space.
In Word, PowerPoint, Publisher or a new email, select some text you’d like to resize (either with your mouse or with the shift key + arrows).
Once selected, hold down Ctrl and use the square bracket keys (left of the Enter key) to resize the text:

· Ctrl + [ will shrink the selected text by 1pt

· Ctrl + ] will enlarge text by 1pt
You can hold down one of these combinations to quickly change text size e.g. holding down Ctrl + ] will keep enlarging text, then let go when it’s big enough. 
