General Ctrl Key Shortcuts

· CTRL+X: 


Cut 
(think of scissors  ()

· CTRL+C: 


Copy

· CTRL+V: 


Paste
(think of insert symbol ()

· CTRL+Z: 


Undo

· CTRL+S:


Save

· CTRL+P:


Print


System Shortcuts

· F1: 



Help

· ALT+TAB: 


Switch between open programs

· ALT+F4: 


Quit program

· CTRL+ALT+F1

Display Microsoft System Information

Windows Key Shortcuts

· Windows Logo: 

Start menu

· Windows Logo+R: 

Run dialog box

· Windows Logo+M: 

Minimize all

· SHIFT+Windows Logo+M: 
Undo minimize all

· Windows Logo+E: 

Windows Explorer

· Windows Logo+F: 

Find files or folders

· Windows Logo+D: 

Minimizes all open windows and displays the desktop
· Windows Logo+L: 

Lock the computer (without using CTRL+ALT+DELETE)


Microsoft Office Shortcuts

· CTRL+B: 


Bold

· CTRL+U: 


Underline

· CTRL+I: 


Italic

· CTRL+]


Increase the font size by 1 point.

· CTRL+[ 


Decrease the font size by 1 point.

· CTRL+M:


Margin 
(Hold SHIFT to decrease)

· CTRL+E 


Centre a paragraph.

· CTRL+J 


Justify a paragraph.

· CTRL+R 


Right-align a paragraph.

· CTRL+L 


Left align a paragraph.

· CTRL+1 


Single-space lines. (1 x)
· CTRL+2 


Double-space lines. (2 x)
· CTRL+5 


Set 1.5-line spacing.

· CTRL+0 (zero) 

Add or remove one line space preceding a paragraph.
