
   

Tuesday TechTips: 
 

Windows Keyboard Shortcuts:   

There are many keyboard shortcuts available within Windows.  Keyboard 

shortcuts provide an alternate, sometimes quicker, way of navigating and/or 

using programs.  Below are just a few popular keyboard shortcuts. 

 

General Shortcuts 

CTRL + C Copy 

CTRL + X Cut 

CTRL + V Paste 

CTRL + Z Undo 

CTRL + Y Redo 

CTRL + A Select all text  

CTRL + Home Goes to beginning of document 

CTRL + End Goes to end of document. 

CTRL + F Opens FIND box to search 

document for text. 

CTRL + P Open the print window 

F1 HELP in any windows program 

ALT + Tab Switch to another running program 

(hold down the ALT key and press 

TAB key to access program) 

ALT + Any 

underlined letter 

in a menu  

Access the specific program menu 

(For example, ALT + F will open 

the File menu) 

Formatting Shortcuts 

CTRL + B Bold 

CTRL + U Underline 

CTRL + I Italic 

 

 
How to use shortcut keys: 

Press and hold the first key listed.  While holding in the first key, press the 

second key to perform the shortcut.  For example, CTRL + B 
1. Press the CTRL key 

2. While holding the CTRL key down, click the B key.  
3. This key combination shortcut turns on the BOLD formatting feature. 

 

 

For additional tips, check out the Technology Solutions Center self-service 

portal at http://help.ccis.edu 


