Keyboard Shortcuts

There are hundreds of little shortcuts that can be used to make common tasks easier when working with software programs!  This Tech Tip lists some hot keys that can be used to make working in Microsoft Windows and associated applications like Microsoft Word even easier by using general keyboard shortcuts instead of your menu bar.

F4: Selects the Go To A Different Folder box and moves down the entries in the box (if the toolbar is active in Windows Explorer) 

F5: Refreshes the current window. 

F6: Moves among panes in Windows Explorer

BACKSPACE: Switch to the parent folder.

CTRL+A - Selects and highlights all the items in the current window

CTRL+B – Selects and Bolds text.  Left click on your mouse and drag cursor from beginning to end of text then hold Ctrl and B keys at same time. 
CTRL+C - Selects and Copies text.  Left click on your mouse and drag cursor from beginning to end of text then hold Ctrl and C keys at same time.
CTRL+I-Selects and Italicizes text.  Left click on your mouse and drag cursor from beginning to end of text then hold Ctrl and I keys at same time.
CTRL+U - Selects and Underlines text.  Left click on your mouse and drag cursor from beginning to end of text then hold Ctrl and U keys at same time.
CTRL+X- Selects and Cuts text.  Left click on your mouse and drag cursor from beginning to end of text then hold Ctrl and X keys at same time.
CTRL+V- Selects and Pastes text.  Place your cursor where you want to paste your copied text, then hold Ctrl and V keys at same time.
CTRL+Z – Undoes last command.  Press CTRL and Z key simultaneously and you will undo the last command. 

DELETE - Press the delete key to remove letters, numbers and symbols in front of the cursor.

SHIFT+DELETE - Using this key stroke for a selected item, like a folder or document, will permanently delete the item.  The item will NOT be placed in the Recycle Bin for future retrieval. 

ESC- Cancels the current task. 
