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Shortcuts 
Windows Mac What It Does 
CTRL + O !+ O Open 
CTRL + S !+ S Save 
CTRL + W !+ W Close the Document 
CTRL + Z !+ Z Undo 
CTRL + X !+ X Cut 
CTRL + C !+ C Copy 
CTRL + V !+ V Paste 
CTRL + N !+ N New Document 
CTRL + A !+ A Select All  
CTRL + G F5 Go To 
CTRL + Home !+ Home Go to the Top 
CTRL+ End !+ End Go to the End 
CTRL + Mouse 
Roller 

Option+ CTRL + 
Mouse Roller 

Zoom In and Zoom Out 

SHIFT + ENTER SHIFT + Return Soft Return or Manual Line Break 
CTRL + ENTER !+ Enter (keypad) Page Break 
TAB TAB (In Lists) Indents to the Right 
SHIFT + TAB SHIFT + TAB (In Lists) Indents to the Left 
Click + SHIFT + 
Click 

Click + SHIFT + 
Click 

Selects the area between the two clicks 

F1 Help "  Search Help feature 
F7 F7 or fn + F7 Spellcheck 
SHIFT + F1 View"Reveal 

Formatting 
Reveal Formatting 

F9 F9 Update Field Code 
Pointers 
Icon What It is Used For 
I Beam Double-Click: Selects a Word 

Triple-Click: Selects a Paragraph 
Arrow in the Left 
Margin 

Single-Click: Selects a Line 
Double-Click: Selects a Paragraph 
Triple-Click: Selects a Document 
Left Margin Arrow + Click +CTRL 
(Win) or  
Left Margin Arrow +Click + !	(Mac): 
Select non-adjacent lines 

Drag and Drop 

 
 


