Cheat Sheet: Common Keyboard
Shortcuts for Productivity

Work Faster, Save Time, and Boost Efficiency
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Why Keyboard
Shortcuts Matter

O

Save Time Daily

Reduce repetitive actions and complete tasks in seconds
instead of minutes

7

Boost Workflow Speed

Seamlessly move between tasks without breaking your
flow or momentum

&y

Reduce Mouse Dependency

Keep hands on keyboard and maintain optimal typing
posture

Seconds saved daily = Hours saved monthly
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Essential Windows Shortcuts

Master these fundamental commands to dramatically improve your Windows experience

Ctrl + C

Copy selected text or files to clipboard

Ctrl +V

Paste copied content at cursor position

Ctrl + X

Cut selected items (move instead of copy)

Ctrl+Z

Undo the last action or mistake

Ctrl+Y

Redo an action you just undid

Windows + D

Show desktop by minimizing all windows

Windows + L

Lock your computer instantly for security
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Essential Mac Shortcuts

Apple's keyboard commands for seamless macOS productivity

Command + C

Copy selected text or files to clipboard

Command +V

Paste copied content at cursor position

Command + X

Cut selected items (move instead of copy)

Command +Z

Undo the last action or mistake

Command + Shift + Z

Redo an action you just undid

Command + Space

Launch Spotlight search instantly

Command + Tab

Switch between open applications
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Browser Shortcuts (All Browsers)

Essential commands that work across Chrome, Firefox, Safari, and Edge

) X (3
Ctrl/Command + T Ctrl/Command + W Ctrl/Command + Shift +
Open a new browser tab instantly ~ Close the current tab you're T
viewing Reopen your last closed tab
o) e
Ctrl/Command + Tab Ctrl/Command + L

Switch between multiple open tabs Focus cursor directly in address bar
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Text Editing Shortcuts

Format documents and messages like a professional in seconds

Ctrl/Command + A Ctrl/Command + B
Select all text in current document ~ Apply bold formatting to selected
or field text

Ctrl/Command + U Ctrl/Command + Arrow
Underline selected text for Keys

highlighting Jump forward or backward by

entire words

Ctrl/Command + |

Make selected text italic for
emphasis
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File & System Navigation

Quick access to essential system functions and file management

= = &

Ctrl/Command + S Ctrl/Command + P Alt + Tab /
Save current document Open print dialog for any Command + Tab
instantly document Switch between open

applications

X 3

Alt + F4 Windows + E

Close current window instantly Open File Explorer on Windows
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Advanced Productivity Shortcuts

Take your efficiency to the next level with these powerful commands

@) -

e L@J
Ctrl + Shift + Esc Windows + Shift + S
Open Task Manager directly Capture custom screenshot

o 3

Command + Shift + 4 Ctrl + Tab
Mac screenshot tool Switch sections in apps
[0 ProTip

Combine shortcuts to create speed workflows — chain multiple commands together for
maximum efficiency
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Pro Tips to Master Shortcuts

Build muscle memory and make shortcuts second nature

O Learn 5 per day

Start with just five new shortcuts daily to avoid overwhelm

E% Practice daily

Consistent repetition builds automatic muscle memory

Use sticky notes or wallpapers
/

Visual reminders on your desk or screen reinforce learning

o) Focus on most-used tools first

L—1
Master shortcuts for applications you use most frequently

&g Consistency beats memorization

Regular use matters more than perfect recall
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Work Smarter, Not Harder

Small habits create massive efficiency. Start using these shortcuts today.

2X 100+ 10X

Productivity Boost Shortcuts Learned Speed Gain
Typical efficiency increase with Commands you'll master within Time saved on repetitive tasks
consistent shortcut use 30 days of practice daily

"The best time to plant a tree was 20 years ago. The second best time is now."
Start building your shortcut muscle memory today. Every second saved compounds into hours of

productivity over time.

Print this cheat sheet, keep it visible, and reference it until shortcuts become automatic. Your future self will
thank you for the investment in learning these time-saving techniques.
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