
MASTERING WINDOWS 11 KEYBOARD SHORTCUTS
BOOST PRODUCTIVITY WITHOUT THE MOUSE FRANK FOTA, PATACS DIRECTOR AT LARGE



WHY SHORTCUTS MATTER

 Save time: Up to 17 days/year per user.
 Reduce mouse dependency by 64% in tasks.
 Ideal for IT pros, gamers, and multitaskers.

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




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

Presenter Notes
Presentation Notes
I use Ctrl + C, Ctrl + V and Ctrl + F all the time !




EXAMPLE -- CTRL + C/V/X: COPY/PASTE/CUT.

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



WINDOW MANAGEMENT

 Snap & switch like a pro:
 Win + D: Show desktop.
 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.






FILE EXPLORER

 Navigate folders fast:
 Win + E: Open Explorer.
 Ctrl + Shift + N: New folder.
 Alt + P/Enter: Preview/Properties.
 Ctrl + mouse scroll: Resize icons.

Presenter Notes
Presentation Notes
Do things with the File Explorer






TASKBAR & START MENU

 Quick launches:
 Win: Open Start. Switch desktops (not a program)

 Win + X: Power menu.
 Win + [1-9]: Pinned apps.

 Ctrl + Shift + Esc: Task Manager.

Presenter Notes
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.






DIALOGS & MENUS

 Keyboard-only navigation:
 Tab/Shift + Tab: Forward/Back options.
 Ctrl + Tab: Next tab.
 Shift + F10: Right-click menu.
 Alt + [letter]: Underlined shortcut.​



Alt + [letter]: Underlined shortcut.



VIRTUAL DESKTOPS

Multitask with workspaces:
• Win + Ctrl + D: New desktop.

• Win + Ctrl + Left/Right: Switch. Switch desktops

• Win + Ctrl + F4: Close desktop.​

Presenter Notes
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:
 Win + Shift + S: Snip tool.
 Win or Ctrl + PrtScn: Full screen save.
 Alt + PrtScn: Save open window.
 Win + V: Clipboard history.​

…also Emoji, GIF, Kaomoji (Japanese emoticons), and Symbols



https://www.instagram.com/reel/DU3dxnhDuqb/



ACCESSIBILITY & GAMING

 Inclusive + fun tools:
 Win + +: Magnifier.
 Win + Ctrl + Enter: Narrator.
 Win + G: Game Bar.
 Win + Alt + R: Game Bar Record.
 Win + Shift + R: Video Snip Record.
  Works for YouTube videos and movies as well 







ADVANCED/SYSTEM & TIPS

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

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.






KEYBOARD REMAPPING   HTTPS://LEARN.MICROSOFT.COM/EN-US/WINDOWS/POWERTOYS/KEYBOARD-MANAGER



KEYBOARD REMAPPING



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.

• Workflow Automation:

• Win + ` (Backtick): Commonly set to act as Alt + F4 to close windows.

• Alt + ` (Backtick): Frequently mapped to Ctrl + F4 (closing tabs/docs).

• 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.



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.

 Try 2-3 repetitively for muscle memory.

Category Top Shortcut Benefit

General Ctrl + C Universal copy

Windows Win + Arrows Instant snapping

Explorer Win + E 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 Category 5 Shortcuts to Practice Practice Tasks

Day 1 General Ctrl+C, Ctrl+V, Ctrl+Z, Ctrl+Y, 
Ctrl+A

Copy/paste text in Notepad, 
undo/redo changes

Day 2 Window Management Win+D, Win+Up, Win+Down, 
Win+Left, Win+Right

Snap 4 windows, show 
desktop, maximize/minimize

Day 3 File Explorer Win+E, Ctrl+Shift+N, Alt+P, 
Alt+Enter, Ctrl+Scroll

Create folder, open Properties, 
resize icons

Day 4 Taskbar/Start Win, Win+X, Win+1-3, 
Ctrl+Shift+Esc

Launch 3 pinned apps, open 
Task Manager

Day 5 Dialogs/Menus Tab, Shift+Tab, Ctrl+Tab, 
Shift+F10, Alt+[letter]

Navigate Save dialog, open 
context menu

Day 6 Virtual Desktops Win+Ctrl+D, Win+Ctrl+←/→, 
Win+Ctrl+F4

Create 2 desktops, switch, 
close one

Day 7 Review All Pick your top 3 from each 
category 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…




SHORTCUT CHEAT SHEETS

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

See Microsoft’s official shortcuts here:
https://support.microsoft.com/en-us/windows/keyboard-
shortcuts-in-windows-dcc61a57-8ff0-cffe-9796-
cb9706c75eec

Additional sources:
XDA Developers: Ultimate Guide
Beebom: 150+ Shortcuts
Byte Solutions: Essentials
CNET: 73 Game-Changers

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.
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ZOOM SHORTCUTS

Shortcut Shortcut
Mute/Unmute microphone
Windows: Alt + A
Mac: Command + Shift + A

Toggle Participants list on/off
Windows: Alt + u
Mac: Command + u

Turn Camera on/off
Windows: Alt + v
Mac: Command + Shift + v

Toggle Speaker/Gallery view
Windows: Alt + F1
Mac: Command + Shift + w

Toggle Chat on/off
Windows: Alt + h
Mac: Command + Shift + h

Raise/Lower Hand
Windows: Alt + y
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…





https://quickref.me/zoom
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