Keyboard Shortcuts for Windows

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 Windows
	

	Document Shortcuts

	Ctrl C
	Copy

	Ctrl V
	Paste

	Ctrl X
	Cut

	Ctrl A
	Select all

	Ctrl Z
	Undo

	Ctrl D
	Delete selected item

	Ctrl ←
	Move cursor to beginning of previous word

	Ctrl →
	Move cursor to beginning of next word

	Ctrl ↑
	Move cursor to beginning of previous paragraph

	Ctrl ↓
	Move cursor to beginning of next paragraph

	Fn↓
	Move to end of document



	

	[bookmark: OLE_LINK23][bookmark: OLE_LINK24][bookmark: OLE_LINK108][bookmark: OLE_LINK132]Explorer  & Access Shortcuts

	[image: ]
	Open Start menu

	[image: ] E
	Open new Explorer window

	[image: ] D
	Display or hide Desktop folder

	[image: ] M
	Minimize all windows

	[image: ] Shift M
	Restore minimized windows on desktop

	[image: ] S
	Open Search

	Alt D
	Select address bar

	Alt P
	Display Preview panel

	Alt F8
	Reveal typed password in sign-in screen

	Alt Esc
	Cycle through open windows

	Alt Page Up
	Move up one screen

	Alt Page Down
	Move down one screen




	

	Document Shortcuts

	Alt F4
	Close window

	Alt ← 
	Go back

	Alt →
	Go forward

	Page Up
	Move cursor one page up

	Page Down
	Move cursor one page down
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	Open dictation feature

	[image: ] Prtscn
	Capture entire screen

	[image: ] +
	Zoom in using magnifier

	[image: ] -
	Zoom out using magnifier

	[image: ] Esc
	Exit magnifier



	

	Explorer  & Access Shortcuts

	F5
	Refresh file Explorer

	F2
	Rename selected item

	Home
	Scroll to top of window

	End
	Scroll to bottom of window
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	Open settings

	[image: ] Tab
	Open Task view

	Ctrl T
	Open new tab

	Ctrl L
	Open address bar

	Ctrl N
	Open new window

	Ctrl W
	Close active window

	[image: ] . (Period)
	Open emoji panel
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