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Keyboard Shortcuts in Windows 11

The keyboard shortcuts discussed below are also available using the header link.  However, these are some that should be used most often in a business environment…my opinion, your mileage may vary!  There are MANY others not discussed here.  For example, Gamers might want to look at [image: ] + G and related shortcuts [image: ] + Alt + G and [image: ] + Alt + R.


The image, [image: ], is Windows keyboard Start key. (hint:  use your thumb)

I help a lot of people with Windows and computer issues.  On my list of top ten tips, the first 5 are the same one…

Alt + F4	Close or exit current application.

When browsing Internet and a popup window appears, it is very risky clicking the Close, Exit, or any other button on the popup window.  Malicious code could be tied to that button or the window.  By using this shortcut, the window(s) can be closed without clicking on it \ them.  You may have to use Alt + Tab discussed below to select the window(s) if they popup and hide.

BEWARE, if you are on the Desktop, this will prompt you to log off…make sure all your files are saved before proceeding.

Ctrl + F4	Close current window for active application.

If you have three Excel workbooks open, this will close the active workbook and leave the other two open.  You will be promoted to save.  If only one workbook is open, it will be closed but Excel will remain open.

Those items in green font are productivity related.


Windows Logo Key (Start button key)

[image: ] + A	Action Center → Quick Settings

	(Windows 10 = Display Notification Panel)


[image: ] + B	Focus on System Tray

Area in bottom right-hand corner of Desktop…to right of Taskbar.

Action Center (Windows 10) is now System Tray and Notifications Center (Windows 11)

(Windows 10 = Sets focus to Notification Area; which is now 
[image: ] + N)

[image: ] + D	Display and hide the Desktop; toggle the Desktop.

[image: ] + Ctrl + D	With the addition of Virtual Desktops, you can create and open a new Virtual Desktop.

[image: ] + Ctrl + Left / Right Arrow Keys

Navigate between the Virtual Desktops opened.

[image: ] + Ctrl + F4	Close a Virtual Desktop.  Don’t worry, any programs open in the Virtual Desktop will be moved to the main Desktop.

	Hint:  Virtual Desktop needs to be selected to be closed.  Use above navigation tip to select Virtual Desktop(s) to be closed.

[image: ] + E	Open File Explorer.

[image: ] + H	Voice Typing. (Windows 10 = Dictation)

[image: ] + I	Open Windows Settings.

[image: ] + L	Lock PC or switch to another account.

[image: ] + M	Minimize all open windows.

		[image: ] + Shift + M	restore minimized windows to Desktop.

[image: ] + N	Opens Notification Center: Notifications + Calendar.

[image: ] + P	Choose \ change presentation display mode.

[image: ] + Q	Open Quick Assist.

[image: ] + R	Open Run dialog box.

[image: ] + S	Search

[image: ] + Shift + S	(Snipping Tool replaces Snip & Sketch)

Take a screenshot of part of your screen.

Image is copied to clipboard and available to paste into e-mail or other documents.

[image: ] + T	Cycle through Apps on Taskbar.

[image: ] + U	Open Ease of Use settings.



[image: ] + V	Open the Clipboard.

To activate this shortcut, Select Start, Settings, System, Clipboard, and turn on the toggle under Clipboard history.
Or Alternatively,

[image: ] + I, System, Clipboard, and turn on the toggle under Clipboard history.
[image: ] + X	Open Quick Link menu.

[image: ] + . (period) or [image: ] + ; (semicolon)	

Open emoji panel.

[image: ] + , (comma)

Temporarily peek at Desktop.

[image: ] + Pause

		Display the System Properties window.
			
[image: ] + number

Open the Desktop and start the application pinned to the Taskbar in the position indicated by the number.

I reorganized my Taskbar because of this shortcut, which only works with numbers 0-9; where 0 = 10.  Surprise!  Excel is number 1 for me.  

[image: ] + Shift + number	Starts a new instance of the associated application.

[image: ] + Ctrl + number	Open the Desktop and switch to last active window of the application in Taskbar associated with number.

[image: ] + Alt + number	Open the Desktop and open the jump list for the application in Taskbar associated with number.


[image: ] + Tab	View open windows.

This does not allow you to scroll through open windows but you can select an open window with the mouse.

Ctrl + Alt + Tab does scroll through Windows but is awkward.

My personal preference is Alt Tab.  I use this a lot and everybody could improve their productivity by using this more.

[image: ] + Arrow Keys (behavior is enhanced; Snap Layouts)

Quickly moves \ minimizes current window to any corner of screen.

[image: ] + Up Arrow		Maximize the current \ active window.

[image: ] + Down Arrow	Minimize the current \ active window.

[image: ] + Left Arrow	Maximize the current \ active window to left side of screen.
[image: ] + Right Arrow	Maximize the current \ active window to right side of screen.
[image: ] + Shift + Left Arrow, Right Arrow

Move active application from one monitor to another…or back.
When I switch HDMI cable for hub from work laptop to home laptop, that moves all applications I left open to my laptop screen. When I return, to move applications from my laptop screen back to larger monitor on left\right, above tip moves current application to monitor on left\right.
Alt+Tab can be used to scroll through open applications to find those to be moved to other monitor.
[image: ] + Tab		Open Task view.

[image: ] + Plus (+)	Open Magnifier.



[bookmark: General]

General Keyboard Shortcuts
Ctrl + A				Select all items in a document or window.
Ctrl + C (or Ctrl + Insert)	Copy the selected item.
Ctrl + V (or Shift + Insert)	Paste the selected item.
Ctrl + X				Cut the selected item.
Ctrl + Y				Redo an action.
Ctrl + Z				Undo an action.

Ctrl + Right arrow	Move the cursor to the beginning of the next word.
Ctrl + Left arrow	Move the cursor to the beginning of the previous word.
Ctrl + Down arrow	Move the cursor to the beginning of the next paragraph.
Ctrl + Up arrow	Move the cursor to the beginning of the previous paragraph.

Ctrl + arrow keys		Resize the Start menu when it's open.

Ctrl + Shift + Esc		Open Task Manager.

Ctrl + Page Up			Select sheet to left in Excel.
Ctrl + Page Down		Select sheet to right in Excel.
Alt + Page Up			Move up one screen.
Alt + Page Down		Move down one screen.

Alt + Tab				Switch between open applications.
Alt + F8				Show your password on the sign-in screen.
Alt + Enter				Display properties for the selected item.
Alt + Spacebar			Open the shortcut menu for the active window.

F2					Rename the selected item.
F4					Display the address bar list in File Explorer.
F5					Refresh the active window.
Ctrl + R (or F5)			Refresh the active window.

Alt + F4	Close the active item, or exit the active application.
Ctrl + F4	Close the active document (in applications that are full-screen and let you have multiple documents open at the same time).

Ctrl + D (or Delete)	Delete the selected item(s) and move it to the Recycle Bin.
Shift + Delete	Delete the selected item without moving it to the Recycle Bin first.



[bookmark: _Toc240973760]Dialog Box Keyboard Shortcuts
Spacebar	Select or clear the check box if the active option is a check box.

Backspace	Open a folder one level up if a folder is selected in the Save As or Open dialog box.

F4						Display the items in the active list.

Ctrl + Tab					Move forward through tabs.

Ctrl + Shift + Tab			Move back through tabs.

Ctrl + number (number 1–9)	Move the nth tab.


Please Note:

These are Windows Dialog Box keyboard shortcuts and are not applicable to applications unless it is in Dialog Box.  For example, you cannot use Ctrl + Tab to move between report tabs in HFM in browser.  You can however, press Spacebar to check a box when selecting Entity or Account in Member Selection dialog box.



File Explorer Keyboard Shortcuts
Alt + D		Select the address bar.
Alt + P		Display the preview panel.
Alt + Enter		Open the Properties dialog box for the selected item.

Ctrl + E		Select the search box.
Ctrl + F		Select the search box.

Ctrl + N		Open a new window.
Ctrl + W		Close the active window.
F11			Maximize or minimize the active window.

Ctrl + mouse scroll wheel

			Change the size and appearance of file and folder icons.

Ctrl + Shift + N	Create a new folder.
Backspace	View the previous folder.

End			Display the bottom of the active window.
Home		Display the top of the active window.




Virtual Desktop Keyboard Shortcuts
These were also covered above but added here for easier consolidated reference.

[image: ] + Tab					Open Task view.

[image: ] + Ctrl + D 				Add a virtual desktop.

[image: ] + Ctrl + Right arrow	Switch between virtual desktops you’ve created on the right.

[image: ] + Ctrl + Left arrow	Switch between virtual desktops you’ve created on the left.

[image: ] + Ctrl + F4				Close the virtual desktop you're using.


Please note:

Use sparingly and close when done using.  Most users typically open far too many files and leave them open.  If that is repeated with Virtual Desktops performance will be affected far more due to the additional memory usage.

If there are too many open, keeping track of what files are open and where may be an issue.



Miscellaneous Tips
· [image: ] + 0 = [image: ] + 10, opens application #10 in your Taskbar.
· [image: ] + 12 or [image: ] + 16 will open application #2 and #6 respectively!  Not #12 or #16.
· If application is already open, [image: ] + # makes that current window.  So, if you are in Outlook (or any application) and Excel is already open and you want to go to Excel, [image: ] + 1 (for me).
· Want to see the MRU (Most Recently Used) list for an application on your Taskbar?  [image: ] + Alt + #
My Comments
I used to keep my most used icons to the right on my Taskbar.  I am still shocked how many people do not pin applications to their Taskbar and still go to Windows menu to open Excel!  Maybe this will change that?
Below are my revised Taskbars (work and home).
[image: ]
[image: ]
Per the above shortcuts and why I moved Excel, Word and IE (HFM) to the left is that now I can open Excel with my left hand by simply pressing 
[image: ] + 1.  [image: ] + # will open the application by # position on the Taskbar.  Since Excel is listed first or in position #1; [image: ] + 1 opens Excel, [image: ] + 2 opens Word, etc.
This is faster than reaching for and moving my mouse…your mileage may vary!
FYI, my home Taskbar is much lighter…[image: ] + I, Personalization, Colors, Choose your color, Light (from drop-down menu). 
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