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Keyboard shortcuts help users save time by allowing them to never take their 
hands off the keyboard in order to use the mouse. Users will need a Standard 
101/102-Key or Natural PS/2 Keyboard to use the shortcuts. People who are 
blind or vision impaired rely on knowing all of these short cuts. If users have 
students, colleagues, friends or family members, PLEASE feel free to share 
this resource. 
To turn these case-sensitive shortcuts on or off, click Settings, and then pick 
an option next to Keyboard shortcuts.  

Microsoft Windows shortcut keys   
Below is a listing of all the major short cut keys in MS Windows and versions of Microsoft Windows. 

  

 
3.x 95 98 ME NT 2000 XP Vista Description 

Alt + Tab X X X X X X X X Switch between open applications. 

Alt + Shift + 

Tab 
X X X X X X X X 

Switch backwards between open 

applications. 

Alt + double-

click  X X X X X X X 

Display the properties of the object you 

double-click on. For example, doing this 

on a file would display its properties. 

Ctrl + Tab 

X X X X X X X X 

Switches between program groups or 

document windows in applications that 

support this feature. 

Ctrl + Shift + 

Tab 
X X X X X X X X 

Same as above but backwards. 

Alt + Print 

Screen 
X X X X X X X X 

Create a screen shot only for the program 

you are currently in. 

Ctrl + Alt + Del 
X X X X X X X X 

Reboot the computer and/or bring up the 

Windows task manager. 

Ctrl + Esc 

X X X X X X X X 

Bring up the Windows Start menu. In 

Windows 3.x this would bring up the Task 

Manager. 

Alt + Esc 
 X X X X X X X 

Switch Between open applications on 

taskbar. 

F1 X X X X X X X X Activates help for current open 

http://mail.google.com/mail/#settings
http://www.computerhope.com/jargon/d/doublecl.htm
http://www.computerhope.com/jargon/p/printkey.htm
http://www.computerhope.com/jargon/p/printkey.htm
http://www.computerhope.com/jargon/s/screshot.htm
http://www.computerhope.com/jargon/r/reboot.htm
http://www.computerhope.com/jargon/t/taskmana.htm
http://www.computerhope.com/jargon/s/start.htm
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application. 

F2 X X X X X X X X Renames selected Icon. 

F3  X X X X X X X Starts find from desktop. 

F4  X X X X X X X Opens the drive selection when browsing. 

F5  X X X X X X X Refresh Contents. 

F10 X X X X X X X X Activates menu bar. 

Shift + F10  X X X X X X X Simulates right-click on selected item. 

F4 
 X X X X X X X 

Select a different location to browse in the 

Windows Explorer toolbar. 

Alt + F4 X X X X X X X X Closes Current open program. 

Ctrl + F4 X X X X X X X X Closes Window in Program. 

F6 
 X X X X X X X 

Move cursor to different Windows Explorer 

pane. 

Ctrl + Space 

bar 
X X X X X X X X 

Drops down the window control menu. 

Ctrl + (the '+' 

key on the 

keypad) 

  X X X X X X 

Automatically adjust the widths of all the 

columns in Windows explorer 

Alt + Enter 
 X X X X X X X 

Opens properties window of selected icon 

or program. 

Shift + Del  
 X X X X X X X 

Delete programs/files without throwing 

them into the recycle bin. 

Holding Shift 
X X X X X X X X 

Boot Safe Mode or by pass system files as 

the computer is booting. 

Holding Shift 
 X X X X X X X 

When putting in an audio CD, will prevent 

CD Player from playing. 

Enter X X X X X X X X Activates the highlighted program. 

Alt + Down 

arrow 
 X X X X X X X 

Display all available options on drop down 

menu. 

* (on the 

keypad)  X X X X X X X 

Expands all folders on the currently 

selected folder or drive in Windows 

Explorer. 

http://www.computerhope.com/jargon/r/righclic.htm
http://www.computerhope.com/jargon/e/explorer.htm
http://www.computerhope.com/jargon/p/pane.htm
http://www.computerhope.com/jargon/k/keypad.htm
http://www.computerhope.com/jargon/r/recycbin.htm
http://www.computerhope.com/jargon/d/dropdm.htm
http://www.computerhope.com/jargon/d/dropdm.htm
http://www.computerhope.com/jargon/k/keypad.htm


Short Cut Fact Sheet – MS Windows and MAC Programs and OS Keyboard Shortcuts - GKICT July 2019 

 

Gerry Kennedy June 2019 Page 3 

 

+ (on the 

keypad) 
 X X X X X X X 

Expands only the currently selected folder 

in Windows Explorer. 

- (on the 

keypad) 
 X X X X X X X 

Collapses the currently selected folder in 

Windows Explorer. 

          

Windows key keyboard shortcuts 
Below is a listing of Windows keys that can be used on computers running an Microsoft Windows operating 
systems and using a keyboard with a Windows key. In the below list of shortcuts, the Windows key is represented 
by "WINKEY" (i.e. Next to Alt key). 

Shortcut Keys Description 

WINKEY Pressing the Windows key alone will open Start. 

WINKEY + F1 Opens the Microsoft Windows help and support center. 

WINKEY + F3 Opens the Advanced find window in Microsoft Outlook. 

WINKEY + D  Brings the desktop to the top of all other windows. 

WINKEY + M Minimizes all windows. 

WINKEY + SHIFT + M Undo the minimize done by WINKEY + M and WINKEY + D. 

WINKEY + E Open Microsoft Explorer. 

WINKEY + Tab Cycle through open programs through the taskbar. 

WINKEY + F Display the Windows Search / Find feature. 

WINKEY + CTRL + F  Display the search for computers window. 

WINKEY + F1 Display the Microsoft Windows help. 

WINKEY + R Open the run window. 

WINKEY + Pause / Break key  Open the system properties window. 

WINKEY + U Open Utility Manager. 

WINKEY + L Lock the computer (Windows XP and above only). 
 

 

 

http://www.computerhope.com/jargon/s/start.htm
http://www.computerhope.com/jargon/d/desktop.htm
http://www.computerhope.com/jargon/t/taskbar.htm
http://www.computerhope.com/jargon/c/ctrl.htm
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MS Word shortcut keys 
Below is a listing of all the major shortcut keys in Microsoft Word™.  

Shortcut Keys Description 

Ctrl + A Select all contents of the page. 

Ctrl + B Bold highlighted selection. 

Ctrl + C Copy selected text. 

Ctrl + X Cut selected text. 

Ctrl + P Open the print window. 

Ctrl + F Open find box. 

Italic Italic highlighted selection. 

Ctrl + K Insert link. 

Ctrl + U Underline highlighted selection. 

Ctrl + V Paste 

Ctrl + Y Redo the last action performed. 

Ctrl + Z Undo last action. 

Ctrl + L Aligns the line or selected text to the left of the screen. 

Ctrl + E Aligns the line or selected text to the center of the screen. 

Ctrl + R Aligns the line or selected text to the right of the screen. 

Ctrl + M Indent the paragraph. 

Ctrl + Shift + F Change the font. 

Ctrl + Shift + > Increase selected font +1pts up to 12pt and then increases font +2pts. 

Ctrl + ] Increase selected font +1pts. 

Ctrl + Shift + < 
Decrease selected font -1pts if 12pt or lower, if above 12 decreases font by 

+2pt. 

Ctrl + [ Decrease selected font -1pts. 

Ctrl + Shift + * View or hide non printing characters. 

Ctrl + <left arrow> Moves one word to the left. 

Ctrl + <right arrow> Moves one word to the right. 

Ctrl + <up arrow> Moves to the beginning of the line or paragraph. 
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Ctrl + <down arrow> Moves to the end of the paragraph. 

Ctrl + Del Deletes word to right of cursor. 

Ctrl + Backspace Deletes word to left of cursor. 

Ctrl + End Moves the cursor to the end of the document. 

Ctrl + Home Moves the cursor to the beginning of the document. 

Ctrl + Spacebar Reset highlighted text to the default font. 

Ctrl + 1 Single-space lines. 

Ctrl + 2 Double-space lines. 

Ctrl + 5 1.5-line spacing. 

Ctrl + Alt + 1 Changes text to heading 1. 

Ctrl + Alt + 2 Changes text to heading 2. 

Ctrl + Alt + 3 Changes text to heading 3. 

Ctrl + F1 Open the Task Pane. 

F1 Open Help. 

Alt + Ctrl + F2 Open new document. 

Ctrl + F2 Display the print preview. 

Shift + F3 
Change the text in Microsoft Word from upper to lower case or a capital 

letter at the beginning of every word. 

Shift + Insert Paste. 

F4 Repeat the last action performed (Word 2000+) 

F5 Open the find, replace, and go to window in Microsoft Word. 

Ctrl + Shift + F6 Opens to another open Microsoft Word document. 

F7 Spell and grammar check selected text and/or document. 

Shift + F7 Runs a Thesaurus check on the word highlighted. 

F12 Save as. 

Shift + F12 Save. 

Ctrl + Shift + F12 Prints the document. 

Alt + Shift + D Insert the current date. 

Alt + Shift + T Insert the current time. 

http://www.computerhope.com/jargon/t/taskpane.htm
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In addition to the above shortcut keys users can also use their mouse as a method of quickly 
do something commonly performed. Below some are examples of mouse shortcuts. 

Mouse shortcuts Description 

Click, hold, and 

drag 
Selects text from where you click and hold to the point you drag and let go. 

Double-click If double-click a word, selects the complete word. 

Double-click 
Double-clicking on the left, center, or right of a blank line will make the 

alignment of the text left, center, or right aligned. 

Double-click Double-clicking anywhere after text on a line will set a tab stop. 

Triple-click Selects the line or paragraph of the text the mouse triple-clicked. 

Ctrl + Mouse wheel Zooms in and out of document. 
 

 

Suppliers of high quality and 
reasonably priced keyboards 
include Spectronics in 
Queensland, Australia or 
Inclusive Technologies in the 
UK.  
 
There are literally hundreds 
of different shapes and sizes, 
some with coloured keys (for 
young learners), some 
designed for vision impaired 
users whilst there are mini 
keyboards, enlarged models 
and programmable 
keyboards. Some (as in the 
Apple range of USB or Bluetooth keyboards) so=come in silver or white. Others are backlit, some are 
lightweight, and others fold.

https://www.spectronics.com.au/catalogue/keyboard-alternatives
http://www.inclusive.co.uk/hardware/alternative-keyboards
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Mozilla Firefox Keyboard shortcuts 
Keyboard shortcuts help you save time by allowing you to never take your hands off the keyboard to 
use the mouse. You'll need a Standard 101/102-Key or Natural PS/2 Keyboard to use the shortcuts.  
To turn these case-sensitive shortcuts on or off, click Settings, and then select an option next to 
Keyboard shortcuts.  

Shortcut 
Key 

Definition Action 

c Compose 
Allows you to compose a new message. <Shift> + c 
allows you to compose a message in a new window. 

/ Search Puts your cursor in the search box. 

k Move to newer conversation 
Opens or moves your cursor to a more recent 
conversation. You can hit <Enter> to expand a 
conversation. 

j Move to older conversation 
Opens or moves your cursor to the next oldest 
conversation. You can hit <Enter> to expand a 
conversation. 

n Next message 
Moves your cursor to the next message. You can hit 
<Enter> to expand or collapse a message. (Only applicable 

in 'Conversation View.') 

p Previous message 
Moves your cursor to the previous message. You can hit 
<Enter> to expand or collapse a message. (Only applicable 

in 'Conversation View.') 

o or 
<Enter> 

Open 
Opens your conversation. Also expands or collapses a 
message if you are in 'Conversation View.' 

u Return to conversation list 
Refreshes your page and returns you to the inbox, or list 
of conversations. 

e Archive Archive your conversation from any view. 

m Mute 
Archives the conversation, and all future messages skip 
the Inbox unless sent or cc'd directly to you. Learn more.  

x Select conversation 
Automatically checks and selects a conversation so that 
you can archive, apply a label, or choose an action from 
the drop-down menu to apply to that conversation. 

s Star a message or conversation 
Adds or removes a star to a message or conversation. 
Stars allow you to give a message or conversation a 
special status. 

! Report spam 
Marks a message as spam and removes it from your 
conversation list. 

r Reply 
Replies to the message sender. <Shift> + r allows you to 
reply to a message in a new window. (Only applicable in 

'Conversation View.') 

a Reply all 
Replies to all message recipients. <Shift> +a allows you 
to reply to all message recipients in a new window. (Only 

applicable in 'Conversation View.') 

http://mail.google.com/mail/#settings
http://mail.google.com/support/bin/answer.py?answer=47787
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f Forward 
Forwards a message. <Shift> + f allows you to forward a 
message in a new window. (Only applicable in 'Conversation 

View.') 

<Esc> Escape from input field Removes the cursor from your current input field. 

<Ctrl> + 
s 

Save draft  

Saves the current text as a draft when composing a 
message. Hold the <Ctrl> key while pressing s and 
make sure your cursor is in one of the text fields -- either 
the composition pane, or any of the To, CC, BCC, or 
Subject fields -- when using this shortcut.  

#  Delete  Moves the conversation to Trash. 

l  Label Opens the Labels menu to label a conversation. 

v  Move to  
Moves the conversation from the inbox to a different 
label, Spam or Trash. 

<Shift> + 
i 

Mark as read 
Marks your message as 'read' and skip to the next 
message. 

<Shift> + 
u 

Mark as unread 
Marks your message as 'unread' so you can go back to it 
later. 

[ Archive and previous 
Archives your conversation and moves to the previous 
one. 

] Archive and next Archives your conversation and moves to the next one. 

z Undo 
Undoes your previous action, if possible (works for 
actions with an 'undo' link). 

<Shift> + 
n 

Update current conversation 
Updates your current conversation when there are new 
messages. 

q Move cursor to chat search Moves your cursor directly to the chat search box. 

y Remove from Current View* 

Automatically removes the message or conversation 
from your current view.  

• From 'Inbox,' 'y' means Archive  

• From 'Starred,' 'y' means Unstar  

• From 'Trash,' 'y' means Move to inbox  

• From any label, 'y' means Remove the label  
* 'y' has no effect if you're in 'Spam,' 'Sent,' or 'All Mail.'  

. Show more actions Displays the 'More Actions' drop-down menu. 

? Show keyboard shortcuts help 
Displays the keyboard shortcuts help menu within any 
page you're on. 

Combo-keys - Use the following combinations of keys to navigate through Gmail.  

Shortcut 
Key 

Definition Action 

<tab> then 
<Enter> 

Send message 
After composing your message, use this combination to send it 
automatically. (Supported in Internet Explorer and Firefox, on 
Windows.) 

http://mail.google.com/support/bin/answer.py?answer=6587
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y then o Archive and next Archives your conversation and moves to the next one. 

g then a Go to 'All Mail' 
Takes you to 'All Mail,' the storage site for all mail you've ever sent 
or received (and have not deleted). 

g then s Go to 'Starred' Takes you to all conversations you have starred. 

g then c Go to 'Contacts' Takes you to your Contacts list. 

g then d Go to 'Drafts' Takes you to all drafts you have saved. 

g then i Go to 'Inbox' Returns you to the inbox. 

g then t Go to 'Sent Mail' Takes you to all mail you've sent. 

* then a Select all Selects all mail. 

* then n Select none Deselects all mail. 

* then r Select read Selects all mail you've read. 

* then u Select unread Selects all unread mail. 

* then s Select starred Selects all starred mail. 

* then t Select unstarred Selects all unstarred mail  
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What are the F1 through F12 keys? 
Commonly known as "function keys", F1 through F12 have a variety of different uses or no use at all. Depending 
on the installed operating system and the software program currently open will change how each of these keys will 
operate. A program is capable of not only using each of the function keys, but also combining the function keys 
with the ALT and/or CTRL keys; for example, MS Windows users can press ALT + F4 to close the program 
currently active. Note: By progressively pressing Ctrl-F$ a user can turn off a PC! 
Below is a short-listing of some of the common functions of the functions keys on computers running MS 
Windows. As mentioned above not all programs support function keys and/or may perform different tasks then 
those mentioned below.  

F1  
• Almost always used as the help key, almost every program will open the help screen when this key is pressed.  
• Windows Key + F1 would open the Microsoft Windows help and support center.  
• Open the Task Pane. 

F2 
• In Windows commonly used to rename a highlighted icon or file.  
• Alt + Ctrl + F2 opens a new document in Microsoft Word.  
• Ctrl + F2 displays the print preview window in Microsoft Word.  

F3 
• Often opens a search feature for many programs including Microsoft Windows.  
• Shift + F3 will change the text in Microsoft Word from upper to lower case or a capital letter at the beginning of 

every word.  

F4 
• Open find window.  
• Repeat the last action performed (Word 2000+)  
• Alt + F4 will close the program currently active in Microsoft Windows.  
• Ctrl + F4 will close the open window within the current active window in Microsoft Windows.  

F5 
• In all modern Internet browsers pressing F5 will refresh or reload the page or document window.  
• Open the find, replace, and go to window in Microsoft Word.  
• Starts a slideshow in PowerPoint.  

F6 
• Move the cursor to the Address bar in Internet Explorer  and Mozilla Firefox.  
• Ctrl + Shift + F6 opens to another open Microsoft Word document.  

F7 
• Commonly used to spell check and grammar check a document in Microsoft programs such as Microsoft Word, 

Outlook, etc.  
• Shift + F7 runs a Thesaurus check on the word highlighted.  
• Turns on Caret browsing in Mozilla Firefox.  

F8 
• Function key used to enter the Windows startup menu, commonly use to get into Windows Safe Mode. 

F9 
• Opens the Measurements toolbar in Quark 5.0.  

F10 
• In Microsoft Windows activates the menu bar of an open application.  
• Shift + F10 is the same as right clicking on a highlighted icon, file, or Internet link.  

F11 

http://www.computerhope.com/jargon/w/winkey.htm
http://www.computerhope.com/software/msword.htm
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• Full-screen mode in all modern Internet browsers.  

F12 
 

• Open the Save as window in Microsoft Word.  

• Shift + F12 save 
the Microsoft 
Word document.  

• Ctrl + Shift + F12 
prints a 
document in 
Microsoft Word.  

•  
Remember: Ctrl keys at 

the bottom left are quick 

editing keys. Z is to Undo 

or Redo; X is to cut (i.e. 

like scissors); C is for 

Copy and V is for Paste. 

Ctrl-P is for print 9not 

paste); Ctrl-S if for save.  

 

The Windows key is also 

excellent. My favourite on 

a MS Windows V10 computer is Ctrl-E –(open and see all drives). It’s a winner! 

On a MAC, the most common short cut key is the Command Key (the four-cornered squiggly key icon to the left and right of the 

spacebar. It has an Option key as well. The MS keyboard has a Windows key.  

Both have Shift (to lock the Upper case characters ONLY in to capital letter mode) and a Control (Ctrl) key. 

 

 

NOTE: The Bluetooth models of different shapes and sizes can operate with iPads, iPhones, MS Windows or MAC OS desktops, 

Notebooks and tablets. A great strategy with children being supported by an teacher aide, assistant or SSO< is to have two keyboards. 

Whilst the teacher or guest speaker is talking, the support person can quietly type while the student with ASD or learning/physicalSensory 

disability attends to the delivery of the content. 

 


