
 

 

 

Shortcut Key Shortcut Key Effect 

Ctrl+A Select all page content 
Ctrl+F Open find text dialog box 
Ctrl+H Open replace text dialog box 

Ctrl+N Create a new text file 
Ctrl+O Open an existing document 
Ctrl+P Open print dialog box 
Ctrl+S Save untitled or changes in a file 

Ctrl+V Paste the copied content 
Ctrl+X Cut a selection 
Ctrl+Y Redo a change/ forward change 
Ctrl+Z Undo a change/ backward change 

Home Button Directly more cursor at starting of the 
present line  

End Button Directly more cursor at end of the present 
line  

Ctrl+Left 
Arrow 

Move the cursor one word to the left 

Ctrl+Right 
Arrow 

Move the cursor one word to the right 

Delete or  
Ctrl+Delete 

Delete single character from left side 

Backspace Delete single character from right side 
F1 Open Notepad Help 
F3 Find the next instance of the text in the 

Find dialog box 

F5 Insert current computer system date and 
time 
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F10 Show/Hide the menu bar shortcut key 
option 

F12 Save the document as a new file 
Alt+F4 Close Notepad window 
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For more details visit 

Website : www.brcinstitute.com 

What App : 80052 27229 

Insta Id : brcinstitute 

Youtube : brcinstitue 

E-Mail : brcinstitute111@gmail.com 

 

 


