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Text Formatting shortcuts – Windows, Mac, Web
	Formatting Action
	Windows
	Mac
	Web (Browser)

	Bold
	Ctrl + B
	Command (⌘) + B
	Ctrl + B

	Italic
	Ctrl + I
	Command (⌘) + I
	Ctrl + I

	Underline
	Ctrl + U
	Command (⌘) + U
	Ctrl + U

	Strikethrough
	Ctrl + D → Alt + K
	Command (⌘) + Shift + X
	Not available directly

	Superscript
	Ctrl + Shift + +
	Command (⌘) + Shift + +
	Ctrl + Shift + +

	Subscript
	Ctrl + =
	Command (⌘) + =
	Ctrl + =

	Increase Font Size
	Ctrl + Shift + >
	Command (⌘) + Shift + >
	Ctrl + Shift + >

	Decrease Font Size
	Ctrl + Shift + <
	Command (⌘) + Shift + <
	Ctrl + Shift + <

	Clear Formatting
	Ctrl + Spacebar
	Command (⌘) + Spacebar
	Ctrl + Spacebar




General Program shortcuts – Windows, Mac, Web
	Action
	Windows
	Mac
	Web (Browser)

	New Document
	Ctrl + N
	Command (⌘) + N
	Ctrl + N

	Open Document
	Ctrl + O
	Command (⌘) + O
	Ctrl + O

	Save Document
	Ctrl + S
	Command (⌘) + S
	Ctrl + S

	Print Document
	Ctrl + P
	Command (⌘) + P
	Ctrl + P

	Close Document
	Ctrl + W
	Command (⌘) + W
	Ctrl + W

	Save As
	F12 / Ctrl + F12
	Command (⌘) + Shift + S
	Not available directly

	Print Preview
	Alt + Ctrl + I
	Not available
	Not available





Navigation & Selection Shortcuts for Windows, Mac & Web
	Action
	Windows
	Mac
	Web (Browser)

	Move one word left/right
	Ctrl + ← / →
	Option + ← / →
	Ctrl + ← / →

	Move to beginning/end of line
	Home / End
	Command + ← / →
	Home / End

	Move to beginning/end of doc
	Ctrl + Home / End
	Command + ↑ / ↓
	Ctrl + Home / End

	Select one character left/right
	Shift + ← / →
	Shift + ← / →
	Shift + ← / →

	Select one word left/right
	Ctrl + Shift + ← / →
	Option + Shift + ← / →
	Ctrl + Shift + ← / →

	Select to beginning/end of line
	Shift + Home / End
	Command + Shift + ← / →
	Shift + Home / End

	Select to beginning/end of doc
	Ctrl + Shift + Home/End
	Command + Shift + ↑ / ↓
	Ctrl + Shift + Home/End

	Select all
	Ctrl + A
	Command + A
	Ctrl + A





Editing Shortcuts for Windows, Mac & Web
	Editing Action
	Windows
	Mac
	Web (Browser)

	Copy
	Ctrl + C
	Command (⌘) + C
	Ctrl + C

	Cut
	Ctrl + X
	Command (⌘) + X
	Ctrl + X

	Paste
	Ctrl + V
	Command (⌘) + V
	Ctrl + V

	Undo
	Ctrl + Z
	Command (⌘) + Z
	Ctrl + Z

	Redo
	Ctrl + Y
	Command (⌘) + Shift + Z
	Ctrl + Y

	Delete word left
	Ctrl + Backspace
	Option + Delete
	Ctrl + Backspace

	Delete word right
	Ctrl + Delete
	Option + Fn + Delete
	Ctrl + Delete

	Select all
	Ctrl + A
	Command (⌘) + A
	Ctrl + A

	Paste without formatting
	Ctrl + Shift + V
	Command + Shift + V
	Ctrl + Shift + V





Special Feature Shortcuts for Winows, Mac & Web

	Feature
	Windows
	Mac
	Web (Browser)

	Find
	Ctrl + F
	Command (⌘) + F
	Ctrl + F

	Replace
	Ctrl + H
	Command (⌘) + Shift + H
	Ctrl + H

	Insert Hyperlink
	Ctrl + K
	Command (⌘) + K
	Ctrl + K

	Split Window
	Alt + Ctrl + S
	Command (⌘) + Option + S
	Not available

	Toggle Spell Check Pane
	F7
	Command (⌘) + Shift + ;
	Not available

	Open Thesaurus
	Shift + F7
	Command (⌘) + Shift + F7
	Not available

	Track Changes
	Ctrl + Shift + E
	Command (⌘) + Shift + E
	Not available

	Insert Comment
	Ctrl + Alt + M
	Command (⌘) + Option + A
	Ctrl + Alt + M

	Show/Hide Formatting Marks
	Ctrl + Shift + *
	Command (⌘) + 8
	Not available
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