
Ctrl) Key) 

1. Ctrl + A = (Select all) text Select 

2. Ctrl + B = (Bold) Select text Bold 

3. Ctrl + C = (Copy) Select text Copy 

4. Ctrl + D = (Font) Font Window Open 

5. Ctrl + E = (Center) Text 

6. Ctrl + F = (Find) Find) 

7. Ctrl + G = (Go To) 

8. Ctrl + H = (Replace) Replace 

9. Ctrl + I = (Italic) Text Italic 

10. Ctrl + J = (Justified) Text 

11. Ctrl + K = (Hyperlink) Insert hyperlink 

12. Ctrl + L = (Left align) Text ko left 

13. Ctrl + M = (Indent) Indent 

14. Ctrl + N = (New) New File open 

15. Ctrl + O = (Open) 

16. Ctrl + P = (Print) Document 

17. Ctrl + Q =

18. Ctrl + R = (Right Align, Reload) Text right 

19. Ctrl + S = (Save) Document 

20. Ctrl + T = (New Tab, hanging indent) Internet 

hanging 

21. Ctrl + U = (Underline) Text underline 

22. Ctrl + V = (Paste) Copy/Cut text 

23. Ctrl + W = (Close) window 

24. Ctrl + X = (Cut) Text cut 

25. Ctrl + Y = (Redo) Redo 

26. Ctrl + Z = (Undo) Undo 

Alt) Key) 

1. Alt + E: = Current Program Edit Option Open

2. Alt + F: = Current Program File Menu Open

3. Alt + F4: = Program Window 

4. Alt + Enter: = Properties 

5. Alt + Tab: = Open program Switch 

6. Alt + Shift + Tab: = Previous program switch 

7. Alt + Print Screen: = Current program screenshot 



F) Key) 

1. F1: = Program Software Help and Support Center Open 

2. F2: = Selected File Rename 

3. F3: = Computer Internet browser F3 Search Bar 

4. F4: = Function key Alt + F4 Program Software 

Desktop Shut Down 

5. F5: = Desktop Refresh Browser 

Reload 

6. F6: = Internet browser Open Address bar/URL 

7. F7: = Ms Word Spell and Grammar check 

8. F8: = Computer/Laptop Windows Install Key 

9. F9: = Microsoft Word Document Refresh Key 

10. F10: =

11. F11: = Software, Browser Application Full Screen Mode 

12. F12: = Ms Word Save

Win) Key) 

1. Windows Key + D: = Desktop Display Hide 

2. Windows Key + E : = Explorer Open 

3. Windows Key + F: = Files Folders search 

4. Windows Key + M: = Windows Minimize 

5. Windows Key + R: = Run Menu Open 

6. Windows Key + F1: = Windows Help and Support open 

7. Windows Key + Tab: = Task view 

8. Windows Key + Break: = System Properties open 

9. Windows Key + Up Arrow: = Current window Maximize 


