MASTERING WINDOWS 11 KEYBOARD SHORTCUTS

BOOST PRODUCTIVITY WITHOUT THE MOUSE
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WHY SHORTCUTS MATTER

= Save time: Up to 17 days/year per user.
= Reduce mouse dependency by 64% in tasks.

= |deal for IT pros, gamers, and multitaskers.


Presenter Notes
Presentation Notes
According to Byte Solutions, a managed IT services company…



Minutes saved per day

Estimated Time Saved by Windows 11 Shortcut Category
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Presenter Notes
Presentation Notes
According to Byte Solutions, a managed IT services company, you could save up to 17 days per year…



PRESENTATION AGENDA

= General Shortcuts (2 min).

= Window Management (3 min).

= File Explorer & Taskbar (3 min).

= Desktops, Screenshots, Accessibility (3 min).

= Gaming, Advanced & Tips (4 min) — as time permits.
= Q&A (5-10 min).


Presenter Notes
Presentation Notes
Demonstrating some of these shortcuts would disrupt the Zoom feed.  I have inserted some recorded animations but for many shortcuts, I will describe what they do.  You can review the recording of this presentation later and practice using them at your convenience.

I also ask that you hold your questions until the end.  Write them down and/or place them in the chat and I will answer them as time permits or address them in our email-based discussion platform PATACS@groups.io



GENERAL SHORTCUTS
= Universal for text/apps:

= Ctrl + C/V/X: Copy/Paste/Cut.

= Ctrl + Z/Y: Undo/Redo.
= Ctrl + A/D: Select All/Delete.
= Ctrl + F: Find

= Ctrl + N: Open a new window
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Presenter Notes
Presentation Notes
I use Ctrl + C, Ctrl + V and Ctrl + F all the time !



EXAMPLE -- CTRL + C/V/X: COPY/PASTE/CUT.
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Presenter Notes
Presentation Notes
I used KeyPress-OSD to display keystrokes on the screen.

In some cases, the action occurred before the keystroke could be registered and displayed.

If you search for KeyPress-OSD on GitHub
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= Snap & switch like a pro: S EXENE N ?};"
Win + D: Show desktop. T PR T R

Win + Left/Right: Snap sides.

Win + Up/Down: Maximize/Minimize.

Alt + Tab/Esc: Switch windows.

Alt + F4: Close window.

Win + Shift + Left or Right: Snap to next monitor / display.



Presenter Notes
Presentation Notes
Moving the open window around or switching windows.
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= Navigate folders fast: | ¢ T @
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= Win + E: Open Explorer.

= Ctrl + Shift + N: New folder.
= Alt + P/Enter: Preview/Properties.

= Ctrl + mouse scroll: Resize icons.
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Presentation Notes
Do things with the File Explorer
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Presentation Notes
To the right of the search bar (or search box) is Switch desktops.  

It is depicted as two overlapping windows and is not a program pinned to the Taskbar.
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Tab 5, : | \
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Shift Z X N > Shift
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= Keyboard-only navigation: | | | ey | e o

Tab/Shift + Tab: Forward/Back options.
Ctrl + Tab: Next tab.

Shift + F10: Right-click menu.

Alt + [letter]:. Underlined shortcut.
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VIRTUAL DESKTOPS

Multitask with workspaces:
e Win + Ctrl + D: New desktop.
e Win + Ctrl + Left/Right: Switch.
o Win + Ctrl + F4: Close desktop.
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Presentation Notes
Things get tricky here, so I won’t be demonstrating these shortcuts because they would kick me out of this Zoom feed.



SCREENSHOTS & CLIPBOARD

= Capture & history: oy e
0 & 8 )
= Win + Shift + S: Snip tool.

Clipboard
= Win or Ctrl + PrtScn: Full screen save.
= Alt + PrtScn: Save open window. E]
- . . Let's gt started
= Win + V: Clipboard history. — Tu n igbowrd Ratory o coy and vie

mialtiple emi

...also Emoji, GIF, Kaomoiji (Japanese emoticons), and Symbols —> Tumon
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ACCESSIBILITY & GAMING
~ v jJ@ [# [s [% [~ [& ) + [
1 2 3 4 5 6 7 0 - Backspace
k=@ W [E [R [T o) { |y |l
- . — L 1
= |nclusive + fun tools: qria A [S [0 [F ]G [ L -
= Win + +: Magnifier. 7S z |x [c |V N <P e
= Win + Ctrl + Enter: Narrator. |en | key |a Al Ky | Menu | ctr

Win + G: Game Bar.
Win + Alt + R: Game Bar Record.
Win + Shift + R: Video Snip Record.
Works for YouTube videos and movies as well ©
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ADVANCED/SYSTEM & TIPS

= Power moves:
= Customize keyboard: PowerToys.
= Win + X > U > U: Shutdown.
= Win + L/R: Lock/Run.

G a Microsoft Store powertoys Q Q B

| &
®

Apps

(AN

Gaming

%

Al Hub

4

Themes

What's New
2
Downloads

0

Library

Microsoft PowerToys

Microsoft Corporation

46 % 3Kratings Developer tocls

Microsoft PowerToys is a set of utilities for power users to
tune and streamline their Windows 10 and 11 experience...

Install =

Provided and updated by Microsoft Corporation

E EVERYOME

ESRHRB

Screenshots >

Visual Studio Installer

M' Visual Studio 2019 Preview

Winll spphiation

i..'f _IEinnd for Visual Studio 201

Hinl2 application

Q Leap Motion Visualizer
Wind2 spplication

7T —

Description

Microsoft PowerToys is a set of utilities for power users to tune and streamline their Windows experiences for
greater productivity. For more info on PowerToys overviews and guides, or any other tools and resources for
Windows development environments, head over to docs.microsoft.com!



Presenter Notes
Presentation Notes
We’ve looked at the Power Menu and the Run box.  These are System shortcuts.

Let’s consider customizing the keyboard or creating your own keyboard shortcuts.

First, you have to install Microsoft’s PowerToys and turn the keyboard manager on.



B PowerToys Settings

| @ Home
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B System Tools ~

H Wind:
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B3 Keyboard Manager
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= File Management @
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B % @8 ¢ 9 o

Paste as plain text directly

Activation shortcut
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Open Command Palette

Crop and create a thumbnail

Crop an app's window into a cropped window
Crop an app into a screenshot window
Activate zones

Cpen editor

Activation

Turn on clicks highlighter

Preview file

Open Run

Start measurement

Open Shortcut Guide

Cpen editor

Registry Preview

FancyZanes

4

Screen Ruler

Ctrl

Ctrl

Ctrl

Ctrl

Alt

Ctrl

Ctrl

Ctrl

Shorteut conflicts
2 conflicts found

Utilities

Advanced Paste

. Always On Top
Awake

Color Picker

n‘

Command Palette

Crop And Lock

CursorWrap

Environment Variables

E R 5 B W

FancyZanes
AtV File Lecksmith

Find My Mouse

P O DO

Hosts File Editor

Image Resizer

° You're up to date
Last checked:

C
Space @wboard Manager
o
= Light Switch
(o2
Q' Mouse Highlighter
o s

Mouse Jump

n o @  Mouse Pointer Crasshairs
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K EYB OA R D R E MAP PI N G HTTPS://LEARN.MICROSOFT.COM/EN-US/WINDOWS/POWERTOYS/KEYBOARD-MANAGER

[m} X

Install PowerToys
el loys ' Remap keys Canod

"L Select the key you want to change ("Select"”) and then configure the key, shortcut or text you want it to send ("To send").

Example of a remapping: Select A and send "Ctrl+C", "A" would be your "Select" and "Ctri+C" would be your "To send" command.

Open Powerloys — Keyboard Manager

Select: To send:

l Jr Add key remapping

Turn on Keyboard Manager

!
Choose Remap a key or Remap a shortcut

!
Click + Add key remapping

l o [m] X
Pl'eSS the Old key.-"ShOI'tCth Remap Shortcuts Cancel

l Edit shortcuts to activate and then configure the actions to happen when activated.

Example of a remapping: Select "Alt+T" and send "Ctri+T" only on Microsoft Edge. "MSEdge” (exe name) would be your “Target app”. Note: if you remapped a key, that will influence the shortcut.

Press the new key/shortcut

Select: To: Target app:

!
Click OK

1
Keep PowerToys running in the background

l

Test the remap




[ Remap keys Cancel

Select the key you want to change ("Select") and then configure the key, shortcut or text you want it to send ("To send").

K EYB OA R D R E M A P P I N G Example of a remapping: Select A and send "Ctrl+C", "A" would be your "Select” and "Ctr{+C" would be your "To send" command.

Select: To send:
Install PowerToys
l Select Send Key/Shortcu  ~ Select
= W

Open PowerToys — Keyboard Manager v v
! _
Turn on Keyboard Manager
!
Choose Remap a key or Remap a shortcut
! e —
Click + Add key remapping '

Remap shortcuts Gancsl
!

Edit shortcuts to activate and then configure the actions to happen when activated.

Press the old key/shortcut

‘ Example of a remapping: Select "Alt+T" and send "Ctrl+T" only on Microsoft Edge. "MSEdge" (exe name) would be your “Target app”. Note: if you remapped a key, that will influence the shortcut.

l Select: To: Target app:
Press the new key/shortcut | Action:
Shorteut: f 3 Send Key/Shortcu  ~
l . 5 Shorteut: Y - o
Click OK %
! |
Keep PowerToys running in the background
!

Test the remap



Commonly Created Custom Shortcuts

® Launch Applications (Ctrl + Alt + Letter): An alternate technique is right-clicking a program shortcut, opening its "Properties," and assigning a

key combination.
 Ctrl + Alt + W: Open Microsoft Word.
 Ctrl + Alt + R: Open RStudio or another coding IDE.
» Ctrl + Alt + C: Open Chrome or a specific folder.
e Workflow Automation:
* Win + ° (Backtick): Commonly set to act as Alt + F4 to close windows.
* Alt + ° (Backtick): Frequently mapped to Ctrl + F4 (closing tabs/docs).
e System Controls:
» Ctrl + M: Used to mute system volume.
* Alt + N: Mapped to next track in a media player.
 Alt + V: Open VLC media player.
* Browser-Specific (Not OS-native):
 Ctrl + Shift + V: Frequently used to "Paste as Plain Text," which removes formatting. While it works in many apps, it is often a feature

implemented by the app rather than Windows itself.
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® :

3 All Bookmarks

= 0

- i | —
M The Best Deals or X 5 KeePress-OSD -+ X Q GitHub - marius- X Is stack sociala I= X =+

“ ¢ M o L & A % [3

Perplexity »

https://github.com/marius-sucan/KeyPress-05D?tab=readme-ov-file

i Apps @R [ #Radio

o Platform ~

3 Astronomy [ Cars [ Computers [ Golf @ ChatGPT - Poe

Solutions Resources ~ Sign in | Sign up | |

Open Source ~ Enterprise ~ Pricing Q

(] marfus-gucan/Keypress-OSD Public L\ Notifications % Fork 38 ¢ Star 409
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Presenter Notes
Presentation Notes
One useful System shortcut is Shutdown or Win + X > U > U: Shutdown.

Another is Win + L / R: Lock / Run.


NOTE:  The Chrome Browser Tab Open here is where I obtained the KeyPress-OSD App.



KEY TAKEAWAYS

= Practice with General & Window shortcuts.

= 100s to explore—pick your top 20. _ ey

Win + Arrows Instant snapping

= Try 2-3 repetitively for muscle memory. Explorer  \Ra=

Quick file access

Desktops Win + Ctrl + D Multitasking win


Presenter Notes
Presentation Notes
I recommend setting up a practice schedule.  Something like the one displayed on the next slide…



Day

Day 1

Day 2

Day 3

Day 4

Day 5

Day 6

Day 7

Category

General

Window Management

File Explorer

Taskbar/Start

Dialogs/Menus

Virtual Desktops

Review All

5 Shortcuts to Practice

Ctrl+C, Ctrl+V, Ctrl+Z, Ctrl+Y,
Ctrl+A

Win+D, Win+Up, Win+Down,
Win+Left, Win+Right

Win+E, Ctrl+Shift+N, Alt+P,
Alt+Enter, Ctrl+Scroll

Win, Win+X, Win+1-3,
Ctrl+Shift+Esc

Tab, Shift+Tab, Ctrl+Tab,
Shift+F10, Alt+[letter]

Win+Ctrl+D, Win+Ctrl+«—/—,
Win+Ctrl+F4

Pick your top 3 from each
category

Practice Tasks

Copy/paste text in Notepad,
undo/redo changes

Snap 4 windows, show
desktop, maximize/minimize

Create folder, open Properties,
resize icons

Launch 3 pinned apps, open
Task Manager

Navigate Save dialog, open
context menu

Create 2 desktops, switch,
close one

15-min mixed practice session


Presenter Notes
Presentation Notes
You can find and download keyboard shortcut cheat sheets.  I’ve provided a few and sources for others…



== Windows 11 cheat sheet

New in Windows 11

These shortcuts are new in Windows 11. They're
complementary for the new faatures of the oparating
systerm, such as split notification center.

Win + A Open Quick Settings
Win + N Open Motification Center
Win + W Open Windows Widgets
Win+ Z Launch Snap Assist

Snap Assist is a new feature aims to enhance
multitasking and window management. It iImproves the
existing windows snapping feature.

Win+C Open Chat in Microsoft Teams

Win+ Ctrl+ C Toggle color filter (only works if
shortcut is enabled in Color Filter
settings)

PowerToys

Win+ Ctd+T Toggle abways on top (for amy
window)

General

Crl + X Cut the selected item

Ctrl+ C Copy the selected item

Ctrl + Insert or Cirl Paste the selected item
+% or Shift +

Insert

C+Z Undao an action

Alt + Tab Switch between open apps

Alt +F4 Closa the active item, or exit the
active app

Win+ L Lock your PC

Win+D Display and hide the desktop

F2 Rename the selected item

F3 Search for afile or folder in File
Explorer

Fa Display the address bar list in File
Explorer

F& Refresh the aclive window

F& Cycle through screen elementsin a
window or on the desktop

F10 Activate the Menu bar in the active

app

Alt + F8

All + Esc

Alt+ A -Z]

All + Enter

Al + Space

Alt + Left arrow
Alt + Right arrow
Alt + Page Up
Alt + Page Down
Ctil + F4

Cirl+ A

Ctrl + D or Del
Ctil = R of Ctrl +
F5

Clil+ Y
Ctrl = Right arrow

Ctrl + Left arrow

Ctrl + Down arrow

Cirl + Up arrow

Ctrl + Alt + Tab

All + Shift + Arrow
keys

Cirl + Shift +
Arrow keys

Ctrl = Arrow Keys

Ctrl + Arrow keys

Page 1 of 4

Show your password on the sign-in
screen

Cycle through tems in the order in
which they were opened

{underlined |etter) Perform the
command for that letter

Display propertiesfor the selected
item

Open the shortcut menu for the
active window

Go back

Go forward

Move up one screen
Move down one screen

Close the active document (in apps
that are fulkscreen and let you
have multiple documents open at
the same time)

Select all iterns in a document or
window

Delete the selected item and move
it to the Recycle Bin

Refresh the active window

Redo an action

Move the cursor to the beginning of
the next word

Move the cursor to the beginning of
the previous word

Move the cursor to the beginning of
the next paragraph

Move the cursor to the beginning of
the previous paragraph

Usa the arrow keys 1o switch
between all open apps

When a group or tile is in focus on
the Start menu, move it in the
direction specified

When a tile is in focus on the Start
menu, move it into another tile to
create a folder

Resize the Start menu when Iit's

SHORTCUT CHEAT SHEETS

See Microsoft’s official shortcuts here:
https://support.microsoft.com/en-us/windows/keyboard-
shortcuts-in-windows-dcc61a57-8ffO-cffe-9796-
cb9706¢c75eec

Additional sources:

XDA Developers: Ultimate Guide
Beebom: 150+ Shortcuts

Byte Solutions: Essentials
CNET: 73 Game-Changers

o +——— https://www.scribd.com/document/579021539/windows-11-shortcuts

Select multiple individual items in a



Presenter Notes
Presentation Notes
The Cheat Sheet above is free, but I could not download it without paying.  

But, you can capture the pages with the Windows snip tool (Screen Captures).

I recommend the official shortcuts on Microsoft’s website (noted on this slide).

But, check out other sources, especially for the apps you most frequently use.


https://www.scribd.com/document/579021539/windows-11-shortcuts
https://www.scribd.com/document/579021539/windows-11-shortcuts
https://www.scribd.com/document/579021539/windows-11-shortcuts
https://www.scribd.com/document/579021539/windows-11-shortcuts
https://www.scribd.com/document/579021539/windows-11-shortcuts
https://support.microsoft.com/en-us/windows/keyboard-shortcuts-in-windows-dcc61a57-8ff0-cffe-9796-cb9706c75eec
https://support.microsoft.com/en-us/windows/keyboard-shortcuts-in-windows-dcc61a57-8ff0-cffe-9796-cb9706c75eec
https://support.microsoft.com/en-us/windows/keyboard-shortcuts-in-windows-dcc61a57-8ff0-cffe-9796-cb9706c75eec
https://support.microsoft.com/en-us/windows/keyboard-shortcuts-in-windows-dcc61a57-8ff0-cffe-9796-cb9706c75eec
https://support.microsoft.com/en-us/windows/keyboard-shortcuts-in-windows-dcc61a57-8ff0-cffe-9796-cb9706c75eec
https://support.microsoft.com/en-us/windows/keyboard-shortcuts-in-windows-dcc61a57-8ff0-cffe-9796-cb9706c75eec
https://support.microsoft.com/en-us/windows/keyboard-shortcuts-in-windows-dcc61a57-8ff0-cffe-9796-cb9706c75eec
https://support.microsoft.com/en-us/windows/keyboard-shortcuts-in-windows-dcc61a57-8ff0-cffe-9796-cb9706c75eec
https://support.microsoft.com/en-us/windows/keyboard-shortcuts-in-windows-dcc61a57-8ff0-cffe-9796-cb9706c75eec
https://support.microsoft.com/en-us/windows/keyboard-shortcuts-in-windows-dcc61a57-8ff0-cffe-9796-cb9706c75eec
https://support.microsoft.com/en-us/windows/keyboard-shortcuts-in-windows-dcc61a57-8ff0-cffe-9796-cb9706c75eec
https://support.microsoft.com/en-us/windows/keyboard-shortcuts-in-windows-dcc61a57-8ff0-cffe-9796-cb9706c75eec
https://support.microsoft.com/en-us/windows/keyboard-shortcuts-in-windows-dcc61a57-8ff0-cffe-9796-cb9706c75eec
https://support.microsoft.com/en-us/windows/keyboard-shortcuts-in-windows-dcc61a57-8ff0-cffe-9796-cb9706c75eec
https://support.microsoft.com/en-us/windows/keyboard-shortcuts-in-windows-dcc61a57-8ff0-cffe-9796-cb9706c75eec
https://support.microsoft.com/en-us/windows/keyboard-shortcuts-in-windows-dcc61a57-8ff0-cffe-9796-cb9706c75eec
https://support.microsoft.com/en-us/windows/keyboard-shortcuts-in-windows-dcc61a57-8ff0-cffe-9796-cb9706c75eec
https://support.microsoft.com/en-us/windows/keyboard-shortcuts-in-windows-dcc61a57-8ff0-cffe-9796-cb9706c75eec
https://support.microsoft.com/en-us/windows/keyboard-shortcuts-in-windows-dcc61a57-8ff0-cffe-9796-cb9706c75eec
https://www.xda-developers.com/windows-11-keyboard-shortcuts/
https://beebom.com/windows-11-keyboard-shortcuts/
https://beebom.com/windows-11-keyboard-shortcuts/
https://bytesolutions.com/windows-11-shortcuts-for-small-businesses/
https://www.cnet.com/tech/computing/windows-11-expert-keyboard-shortcut-list/
https://www.cnet.com/tech/computing/windows-11-expert-keyboard-shortcut-list/
https://www.cnet.com/tech/computing/windows-11-expert-keyboard-shortcut-list/

ZOOM SHORTCUTS

Shortcut Shortcut

Mute/Unmute microphone Toggle Participants list on/off
Windows: Alt + A Windows: Alt + u

Mac: Command + Shift + A Mac: Command + u

Turn Camera on/off Toggle Speaker/Gallery view
Windows: Alt + v Windows: Alt + F1

Mac: Command + Shift + v Mac: Command + Shift + w
Toggle Chat on/off Raise/Lower Hand

Windows: Alt + h Windows: Alt +y

Mac: Command + Shift + h Mac: Option +y


Presenter Notes
Presentation Notes
There are a myriad of Keyboard Shortcut cheat sheets for specific apps (e.g., Zoom).

There are dozens of others…




# Windows Keyboard Shortcuts https://quickref.me/zoom

All Shortcuts 11 All Shortcuts |1

F6& MNavigate among Zoom popup windows Alt || F Enter or exat full screen
Ctrl || Alt || Shift Move focus to Zoom's meeting controls Alt || H Display or hide in-meeting chat panel
Fgup Wiew previous 25 video stream in gallery view Alt || U Display or hide participants panel
PgDn View next 25 video stream in gallery view Alt ||| Open invite window
Alt | F1 Switch to active speaker view in video meeting Alt || Y Raise or lower hand
Alt || F2 Switch to gallery video view in video meeting Alt || Shift || R Gain remote control
Alt || F4 Close the current window Alt || Shift || G Stop remote control
Alt ||V Start or stop video Ctrl || 2 Read active speaker name
Alt || A Mute or unmute audio Ctrl || Alt || Shift || H Show or hide floating meeting controls
| o Mute or unmute audio for everyone except host, available to the Alt || Shift || T Screenshot

meeting host only
Alt || L Switch to portrait or landscape view

Alt || S Launch share screen window and stop screen share
Cirl || W Close current chat session

Alt || Shift || 5 Start or stop new screen share
Ctrl || Up Go to previous chat

Alt || T Pause or resume screen share
Ctrl || Down Go to next chat

Alt || R Start or stop local recording
Ctrl || T Jump to chat with someone

Alt || C Start or stop cloud recording
Ctrl || F Search

Alt || P Pause or resume recording
Ctrl || Tab Move to the next tab

Alt || N Switch camera
Ctrl || Shift || Tab Move to the previous tab

Alt || F Enter or exit full screen
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