
Mastering Windows: Your 
Keyboard Shortcut Guide
Unlock peak productivity. This guide transforms your Windows workflow 
with essential keyboard shortcuts. Stop clicking, start flying.

Guide by WindowsMode.com

https://gamma.app/?utm_source=made-with-gamma


Everyday Essentials: Boost 
Your Basic Operations

Copy, Cut, Paste
Ctrl + C, X, V for quick data handling.

Undo & Redo
Ctrl + Z, Y for error correction.

Save & Print
Ctrl + S, P for document management.

Window Control
Ctrl + N for new, W for close.
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Windows Key Power: System 
Navigation at Your Fingertips

Start Menu & 
Desktop
Win key for 
Start, Win + D 
for Desktop.

File Explorer 
& Settings
Win + E for files, 
Win + I for 
settings.

Lock & Task 
View
Win + L to lock, 
Win + Tab for 
tasks.

Copilot & 
Emojis
Win + C for 
Copilot, Win + . 
for emojis.
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Effortless Navigation: Move 
Through Your Workspace

Switch Apps
Alt + Tab to cycle between applications.

Cycle Windows
Alt + Esc to rotate through open windows.

Word-by-Word
Ctrl + Left/Right arrow for precise cursor movement.

Document Jumps
Ctrl + Home/End for start/end of document.
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Precision Text Editing: Master Your Documents

Line & Word Control

Home/End for line ends. Ctrl + Backspace/Delete to remove 
words.

Shift + Home/End to select to line ends.

Paragraph & Line Selection

Ctrl + Shift + Up/Down for paragraph selection.

Shift + Up/Down to select entire lines.
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Capture Your Screen: 
Screenshot Shortcuts

Full Screen
PrtScn for instant full-screen capture.

Active Window
Alt + PrtScn to capture only the current window.

Part of Screen
Win + Shift + S for custom selection with Snipping Tool.

Save to File
Win + PrtScn to automatically save screenshot to Pictures folder.
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Window & Desktop 
Management: Organize Your 
Workspace

1 Minimize/Maximize
Win + Down/Up Arrow for quick window sizing.

2 Snap Windows
Win + Left/Right Arrow for side-by-side arrangement.

3 Virtual Desktops
Win + Ctrl + D for new, Win + Ctrl + F4 to close.

4 Switch Desktops
Win + Ctrl + Left/Right to navigate virtual spaces.
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Bonus Shortcuts: Browser and 
Command Prompt Mastery

New Browser Tab Ctrl + T

Close Tab Ctrl + W

Reopen Closed Tab Ctrl + Shift + T

Switch Browser Tabs Ctrl + Tab

Copy/Paste in CMD Ctrl + C / Ctrl + V

These shortcuts extend your efficiency to web browsing and command-
line tasks, making you truly unstoppable.

Download more guides like this, visit WindowsMode.com
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