Useful & Common Keyboard Shortcuts
BASIC FUNCTIONS

CTRL + P
Print…
CTRL + S
Save
F12
Save As…
CTRL + O
Open
CTRL + N
New Document
CTRL + W
Close Active Document or tab
EMPHASIS AND ALIGNMENT

CTRL + B 
Bold, Embolden Text
CTRL + U
Underline Text
CTRL + I 
Italics, Italicize
CTRL + L
Left Align Text
CTRL + R
Right Align Text
CTRL + E
Centre Align Text
CTRL + J
Justify, Fully Justify Text
CTRL + M
Indent Text

CTRL + SHIFT + M
UN-Indent Text

CTRL + A
Select All Text
MOVING TEXT

CTRL + C
Copy Text
CTRL + X
Cut Text
CTRL + V
Paste Text
OTHER

F7
Run Spell Check
CTRL + Z
Undo
CTRL + Y
Repeat Last Action
CTRL + F
Find Text
CTRL + H
Replace Text
ALT + F4
Close Program / Application / Window
ALT  + TAB
Switch To Other Window
CTRL + ALT + DELETE
Lock Computer / Log Out / Task Manager
