
 

Windows keyboard shortcuts 
Press To 

CTRL+C Copy 

CTRL+X Cut 

CTRL+V Paste 

CTRL+Z Undo 

CTRL+P Launches print dialogue 

SHIFT+DELETE Delete selected item permanently without 
placing the item in the Recycle Bin 

CTRL while dragging an item Copy selected item 

CTRL+SHIFT while dragging an item Create shortcut to selected item 

F1 Opens Help file for current program 

F2 Rename selected item 

CTRL+RIGHT ARROW Move the insertion point to the beginning of the 
next word 

CTRL+LEFT ARROW Move the insertion point to the beginning of the 
previous word 

CTRL+DOWN ARROW Move the insertion point to the beginning of the 
next paragraph 

CTRL+UP ARROW Move the insertion point to the beginning of the 
previous paragraph 

CTRL+SHIFT with any of the arrow keys Highlight a block of text 

SHIFT with any of the arrow keys Select more than one item in a window or on 
the desktop, or select text within a document 

CTRL+A Select all 

F3 Search for a file or folder 

ALT+ENTER View properties for the selected item 

ALT+F4 Close the active item, or quit the active 
program 

ALT+TAB Toggles to another running program 
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The Following shortcuts require a Microsoft Natural or other compatible keyboard 
with the  (Windows logo key) and  (Application key) 

 Display or hide the Start menu. 

+BREAK Display the System Properties dialog box. 

+D Show the desktop. 

+M Minimize all windows. 

+Shift+M Restores minimized windows. 

+E Open My Computer. 

+F Search for a file or folder. 

CTRL+ +F Search for computers. 

+F1 Display Windows Help. 

+ L 
Lock your computer if you are connected to a 
network domain, or switch users if you are not 
connected to a network domain. 

+R Open the Run dialog box. 

+U Open Utility Manager. 

 Display the shortcut menu for the selected 
item. 

 

 

Internet Explorer shortcuts (version 4 and above) 

CTRL+ENTER 

Adds http://www and .com thereby reducing 
keystrokes (Example: type hugopickering in 
Address Bar and press CTRL+Enter).   
NB. Only works for .com addresses 

CTRL+N Opens new window with the same contents as 
the current one. 

CTRL+B Bookmark the current page (opens dialog box) 

CTRL+D Bookmark current page (quick save) 

CTRL+F Find text (on the current web page) 

F5 Refresh page 

F11 Toggle full screen mode 

 

NB. Most of these shortcuts can be found in the Windows Help file and searching for keyboard shortcuts. 
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