USEFUL SHORT-CUTS WHILE WORKING IN MS-WINDOWS

	Key Combination
	Function
	Application 


	Ctrl + A
	Select All
	MS-Office /Windows


	Ctrl + B
	Bold
	MS-Office


	Ctrl + C
	Copy (Selection)
	MS-Office/Windows


	Ctrl + D
	Open Font Menu
	Word


	Ctrl + E
	Alignment (Centre)
	Word


	Ctrl + F or Shift + F4
	Find
	Word/Windows


	Ctrl + G or F5
	Go To
	Word


	Ctrl + H
	Replace
	Word


	Ctrl + I
	Italicize
	Word


	Ctrl + J
	Alignment (Justify)
	Word


	Ctrl + K
	Insert Hyperlink
	Word


	Ctrl + L
	Alignment (Left)
	Word


	Ctrl + M
	Tab Set
	Word


	Ctrl + N
	New File
	MS-Office


	Ctrl + O or Ctrl + F12
	Open File
	-do-


	Ctrl + P
	Print
	-do


	Ctrl + Q
	Alignment (Left)
	Word


	Ctrl + R
	Alignment (Right)
	Word


	Ctrl + S
	Save File
	MS-Office


	Ctrl + T
	Tab Set
	Word


	Ctrl + U
	Underline
	MS-Office


	Ctrl + V
	Paste (Copied Item)
	Office/Windows


	Ctrl + W
	Close File
	-do-


	Ctrl + X
	Cut (Selection)
	-do-


	Ctrl + Y
	Redo (Last Action)
	-do-


	Ctrl + Z
	Undo (Last Action)
	-do-


	Ctrl + Home
	Start of document/folder
	-do-


	Ctrl + End
	End of document/folder
	-do-


	Ctrl + Pg Up
	Start of Page (Previous)
	Word


	Ctrl + Pg Down
	Start of Page (Next)
	Word


	Ctrl + Delete
	Delete Entire Word (Right from cursor)
	Word


	Ctrl + Left 
	Start of previous word
	Word


	Ctrl + Right 
	Start of next word
	Word


	Ctrl + Up 
	Previous Cell (Table)
	Word


	Ctrl + Down 
	Next Cell (Table)
	Word


	Ctrl + Enter
	Insert Page Break
	Word


	Ctrl + Backspace



	F1



	F2
	Rename File
	Windows


	F4
	Repeat Last Editing
	Word


	F7
	Spelling Check
	Word


	F8 then Arrow Key



	F10
	Activates Menu Tab (File/Edit/View etc.)
	Word/Windows


	F12
	Save As file
	MS-Office


	Shift + F3
	Change Case (Small/Capital)
	Word


	Shift + F5
	Move Cursor to last editing
	Word


	Shift + F10
	Same as Right Click
	Word/Windows


	Alt + F4
	Close Active Window
	Word/Windows


	Ctrl or Alt + F10
	Restore/Maximize Active Window
	-do-


	Ctrl + Shift + Left/Right
	Select Entire Word (Left/Right From Cursor)
	Word


	Ctrl + Shift + </>
	Increase/Decrease Font Size
	Word


	Ctrl + Shift + A
	Change Case to All Capitals (Applies to Selection)
	Word


	Ctrl + F2
	Print Preview
	Word


	Ctrl + F4
	Close Window
	Word/Windows


	Ctrl + F7
	Resize Window
	Word/Windows


	Ctrl + F9
	Insert Formula (Table)
	Word


	Window Key 
	Open Start Menu
	Windows


	Window + D/M
	Show Desktop
	-do


	Window + E
	Open Windows Explorer
	-do


	Window + F
	Find File
	-do-


	Window + L
	Log Off Active User
	-do


	Window + R
	Open Run Command
	-do-


	F4




