Common Keyboard Shortcuts 


	Hold Down
	Type and Release
	Name
	What it Does

	Ctrl
	Z
	Undo
	Undoes most recent action.

	Ctrl
	X
	Cut (remove)
	Removes selected items (words, cell contents, files) from current location, keeps a copy available to paste/insert elsewhere.

	Ctrl
	C
	Copy
	Makes a copy of the currently selected items (words, cell contents, files), leaving the original in place. The new copy is now available to paste/insert elsewhere.

	Ctrl
	V
	Paste (insert)
	Inserts the items (words, cell contents, files) that were Cut or Copied into the spot indicated by the cursor.

	Ctrl
	A
	Select All
	Selects all text, all cells, all objects, or all files currently available. Very helpful for copying large numbers of things (like files) or formatting large sections of text or cells all at once.

	Ctrl
	Y
	Re-do or Do Again
(in Office programs)
	Repeats the most recent action, such as making something bold, or centered, or differently colored.

	Ctrl
	S
	Save
	Saves the current file in the current location, with the current file name. If file is not yet named, this is the same as Save As . . .

	Ctrl
	P
	Print
	Prints the current document to the default printer.

	Ctrl
	B
	Bold
	Makes selected text or cell bold.

	Ctrl
	I
	Italic
	Makes selected text or cell italic.

	Ctrl
	U
	Underline
	Makes selected text or cell underlined.

	Ctrl
	F
	Find (search)
	Starts Word or Excel looking for the string you type in.

	Ctrl
	H
	Replace
	Allows you to specify both Find and Replace strings.

	Ctrl
	W
	Close Window
	Closes the current window (asks to save work first, if applicable).

	Ctrl
	O
	Open Window
	Opens the File Open dialog box, allowing you to open another file.

	Ctrl
	N
	New Window
	Opens a new document, ready to edit.


 

