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S In today’s fast-paced workplace, every second counts —

and how you interact with your computer plays a major 

role in both your productivity and comfort. While the 

mouse is a convenient tool, relying on it for every task 

can put repetitive strain on your wrist and forearm.

Incorporating keyboard shortcuts into your daily routine 

helps distribute effort more evenly across different 

muscle groups, reduces strain, and saves valuable time. 

It’s a simple yet effective way to make your workday 

smoother, faster, and more ergonomic.

WORK 
SMARTER, 
NOT HARDER

FINDING BALANCE

By mixing keyboard and mouse use, you’ll engage different 

muscles throughout the day, helping reduce fatigue and 

the risk of repetitive motion injuries.

Some shortcuts require pressing multiple keys at once (like 

Ctrl + B to bold text). To prevent strain, use both hands 

whenever possible — for example, press Ctrl with your left 

hand and B with your right. This small adjustment keeps 

your posture more natural and balanced. Remember, 

sometimes using the mouse is still the best choice. The key 

is to use both tools mindfully.
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S GO-TO KEYBOARD SHORTCUTS

Keyboard shortcuts may seem small, but their impact adds up quickly — helping you 

move through your day with greater speed, comfort, and ease. Below are some of the 

most useful shortcuts across popular programs. Try integrating the ones that best fit your 

daily tasks — and check your software’s help menu (press F1) to discover even more.

KEY FUNCTION

ALT Activate menu bar

ESC Cancel

Ctrl + ESC Start menu

F1 Help

Ctrl + S Save

F12 Save As

Ctrl + P Print

Ctrl + A Select all

Ctrl + Arrow Move one word/paragraph

Ctrl + Shift + Arrow Select one word/paragraph

Shift + Arrow Select one line

Ctrl + Z Undo

F4 Redo

Ctrl + X Cut

Ctrl + C Copy

Ctrl + V Paste

Ctrl + B Bold

Ctrl + U Underline

Ctrl + I Italicize

Ctrl + N New document

Ctrl + O Open document

Ctrl + Q / Alt + F4 Quit application

Ctrl + E Center text

F7 Spell check

Alt + Tab Switch between programs

GENERAL SHORTCUTS

KEY FUNCTION

Alt + Left Arrow Go back one page

Alt + Right Arrow Go forward one page

F5 Refresh page

INTERNET BROWSER SHORTCUTS

FOR MULTI-MONITOR USERS

KEY FUNCTION

⊞ + Spacebar Show desktop

⊞ + Left / Right Arrow Dock window to left/right

⊞ + Shift + Left / Right Move active window

⊞ + P Presentation mode

⊞ + Up / Down Arrow Maximize/minimize window

⊞ + Home Minimize or restore windows



KEY FUNCTION

⊞ Start menu

⊞ + E File Explorer

⊞ + M Minimize all windows

⊞ + S Search

⊞ + U Shut down menu

⊞ + F Find

⊞ + D Show desktop

WINDOWS® SHORTCUTS
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S KEY FUNCTION

Ctrl + Delete Delete everything to the right 

Alt + Enter Start a new line in a cell

Ctrl + 9 / Ctrl + Shift + 9 Hide / Unhide rows

Ctrl + 0 Hide columns

Ctrl + Spacebar Select column

Shift + Spacebar Select row

Ctrl + Arrow Move to edge of data region

Ctrl + Shift + Arrow Extend selection to edge

Ctrl + Home / Ctrl + End Jump to start / end

Ctrl + Shift + Home / 
End Select to beginning / end

MICROSOFT EXCEL®

KEY FUNCTION

F5 or Ctrl + M Send/receive mail

Ctrl + 2 Open calendar

Ctrl + N New message

Ctrl + Shift + C / A New contact / appointment

Ctrl + R / Ctrl + Shift + R Reply / Reply All

Ctrl + F Forward message

Ctrl + Q / Ctrl + U Mark as read / unread

Ctrl + Shift + B Open address book

Ctrl + Shift + Q Open meeting request

Ctrl + D Delete email

Ctrl + Y Go to folder

Alt + Enter Message properties

MICROSOFT OUTLOOK®

KEY FUNCTION

Ctrl + M Insert new slide

Ctrl + D Duplicate

Ctrl + Shift + G / H / J Group / Ungroup / Regroup

Ctrl + T Font dialog

Tab / Shift + Tab Move between objects

Ctrl + Backspace / Del Delete word left / right

Ctrl + E / L / R Align text Center / Left / Right

F7 Spell check

MICROSOFT POWERPOINT®

KEY FUNCTION

Ctrl + D Format font

Ctrl + Enter Insert page break

Shift + Enter Begin a new line

Ctrl + F2 Print preview

Shift + F3 Change case

Ctrl + Shift + C / V Copy / Paste format

Ctrl + Backspace / Del Delete word left / right

Ctrl + E / L / R Align text Center / Left / Right

Ctrl + M Indent paragraph

MICROSOFT WORD®
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