
 

1. CTRL + O To open a document    

2. CTRL + A To highlight the whole document 

3. CTRL + C To copy the highlighted text 

4. CTRL + V To paste copied text/document 

5. CTRL + Z To undo last action; it brings back what you have deleted 

6. CTRL + Y To redo it when you realize you want it back after all 

7. CTRL + F To open the search bar - you can find any words/text in a document 

8. F7 To run a spell check of the whole document 

9. CTRL + P To print the page you are viewing 

 

10. CTRL + T To open the new tab 

11. CTRL + W To close the current tab 

12. CTRL + SHIFT + T To reopen the closed tab 

13. F6 To highlight the address bar 

 

Windows key + D To show the desktop; MAC users press F11 

Windows key + L To lock your computer  
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http://www.linkedin.com/company/itc_3
https://twitter.com/#!/itc_southampton
https://plus.google.com/110661702708473965744/
mailto:info@itcweb.co.uk
http://www.itcweb.co.uk/

