Keyboard Shortcuts for Mac

I spend most of the day on my laptop. So, I’m always looking for ways to save me time and effort. I’m also always taking notes and saving documents for future reference. Some of those documents are very lengthy because I insert a lot of screenshots. While scrolling up and down a document recently, I realized a needed a quicker way to navigate around documents. So, I started a reference list of keyboard shortcuts that I now use daily. 
I thought you might benefit from your own list. Therefore, I put together some of the most used shortcuts for both Mac and Windows. Keyboard Shortcuts for Mac and Keyboard Shortcuts for Windows are one-page reference sheets consisting of four mini-tables of shortcuts. The tables are formatted to make it easy to print and cut them into reference cards. I laminated mine, punched a hole in the upper left corner and keep them on a large paper clip for easy access.
If you’re a Mac user, you may especially like the two-page reference sheet showing all the icons and symbols you can access with just one keyboard shortcut! The shortcut, Control – Command – Spacebar (⌃⌘Space) opens up page after page of useful icons and symbols. Each cell of the reference table consists of the name of the category of icon/symbol + the category symbol you can click to take you immediately to those icons/symbols + the number of pages of that category (a page is considered what you see on the screen when you open the shortcut) + a screenshot of the first page of that category.
I hope you find Keyboard Shortcuts helpful in your daily work.
To the peace and joy of your intentional life,
Vicki[image: A person with his hand on his chin  Description automatically generated with medium confidence]
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Keyboard Shortcuts for Mac (⇧=Shift; ⌃=Control; ⌥=Option; ⌘=Command)
	
	[bookmark: OLE_LINK18][bookmark: OLE_LINK19]
Set default folder (if you navigate to a particular folder often):
· Open Finder    
· Click Finder menu in menu bar
· Select Preferences
· Under General tab, see “New Finder windows show”
· Change to specific folder you use the most



	⌃⌘Space: Control – Command – Spacebar

Show or hide the path bar (narrow bar along the bottom edge of Finder that shows you the folder path to the file you currently have selected)





	
	[bookmark: OLE_LINK4][bookmark: OLE_LINK5][bookmark: OLE_LINK25][bookmark: OLE_LINK26]Capture/Paste/View Shortcuts

	[bookmark: OLE_LINK34][bookmark: OLE_LINK35]⌘C
	Copy

	⌘V
	Paste

	[bookmark: OLE_LINK82][bookmark: OLE_LINK83]⇧⌥⌘V
	Paste and match formatting

	[bookmark: OLE_LINK90][bookmark: OLE_LINK91]⇧⌘3
	Capture entire screen

	[bookmark: OLE_LINK92][bookmark: OLE_LINK93]⇧⌘4
	Capture custom area

	⇧⌘4
Spacebar
	Capture window

	Click- Space
	Preview any file without opening app

	⌘Tab
	Switch apps

	⌘⌥Esc
	Force quit an app

	⌘O
	Open document

	⌘P
	Print document

	⌘Q
	Quit program

	⌘←
	Move to start of line

	⌘→
	Move to end of line

	⌘Fn↑
	Move to top of document

	⌘Fn↓
	Move to end of document

	⌃⌘D
	Highlight a word – definition

	⇧⌘/
	Open Help




	


	Document Shortcuts

	[bookmark: OLE_LINK64][bookmark: OLE_LINK65]⌘C
	Copy

	[bookmark: OLE_LINK66][bookmark: OLE_LINK67]⌘V
	Paste

	⌘X
	Cut

	⌘A
	Select all

	⌘Z
	Undo

	[bookmark: OLE_LINK70][bookmark: OLE_LINK71]⌘W
	Close window

	⌘N
	New window/document

	[bookmark: OLE_LINK72][bookmark: OLE_LINK73]⌘S
	Save document

	⇧⌘S
	Save document as…

	⌘O
	Open document

	⌘P
	Print document

	⌘Q
	Quit program

	[bookmark: OLE_LINK76][bookmark: OLE_LINK77]⌘←
	Move to start of line

	⌘→
	Move to end of line

	[bookmark: OLE_LINK78][bookmark: OLE_LINK79]⌘Fn↑
	Move to top of document

	⌘Fn↓
	Move to end of document

	⌥Del
	Delete previous word

	⌘Space
	Open Spotlight



	


	[bookmark: OLE_LINK23][bookmark: OLE_LINK24]Finder Shortcuts

	⌘N
	Open new Finder window

	⇧⌘D
	Desktop folder

	⇧⌘F
	All My Files folder

	⇧⌘I
	iCloud folder

	⇧⌘U
	Utilities folder

	⌘⌥L
	Downloads folder

	⌘1
	Icon view

	⌘2
	List view

	⌘3
	Column view

	⌘4
	Cover Flow view

	⌘O
	Open document

	⌘P
	Print document

	⌘Q
	Quit program

	⌘←
	Move to start of line

	⌘→
	Move to end of line

	⌘Fn↑
	Move to top of document

	⌘Fn↓
	Move to end of document







The Keyboard Shortcut for Mac: Icons and Symbols
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⌃⌘ Space

[This one shortcut gives access to all of these icons and symbols]
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 Explanation of squares in table: Category + Category Symbol + # of Pages + Sample Page

Example: Activity + [image: ] +2 + (Activity Page-See Screenshot in first square)


	
Frequently Used                    Populates with symbols used most often (Shown on first page)


	 
Activity
+
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+
2
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Flags
+
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+
4
	
[image: ]


	
Animals & Nature
+
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+
3.5
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Food & Drink
+
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+
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Bullets/ Stars
+
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+
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Letter-like Symbols
+
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+
1
(shown)
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Objects
+
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+
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Smileys & People
+
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+
7
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Pictographs
+
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Symbols
+
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Signs/
Standard Symbols
+
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Technical Symbols
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