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Rename the selected
OneDrive item

Delete selected OneDrive

items

+ @ Download the selected
OneDrive item

+ Open the context menu for

the selected item

Open the selected item

+ @ Open a document from an
internet site

+ @ Create a document (classic
library)

+ Upload a document

(classic library)

+ Sync the library to your
computer (classic)

+ @ Open the More menu for
the selected item (classic)

Close a pop-up, clear
selection, or go back

Refresh the window

@ @

Show the OneDrive
keyboard shortcuts

@ Share the selected
OneDrive file or folder

Navigate
+ Move between OneDrive

(Tab Jor shift
or SharePoint regions

or Move through navigation
or file lists

Tab Navigate the SharePoint
screen

or + Move between the browser

bar and OneDrive

Right arrow | or

G ()

Select all items in the + @

contents grid

Deselect items in the E] + +
contents grid

Select or clear the current .

item

Select an adjacent item in
-Ctr +
the contents grid - @

@)@

-Ct 1]+

Switch between List and . .
Thumbnails view m+.
Toggle the Details pane (shift) + [ Enter |

Get information about the

selected file (web) +

Use SharePoint search @0
(ctn]+(u]
(ctri ]+ Backspace
(cut) - (et
[Deen (D]
(s« (7]
(att) + [p]
(ctr) + (€]
(ctr]+(R]
(cer ]+ (1)
(ctrt]+(m]
(ctr] [ shift] + (m]

(att] (8]
(ctri] + spacebar

Insert a link in a SharePoint
text web part

Start an ordered list in a
text web part

Start a bulleted list in a text
web part

Undo the latest SharePoint
action

Copy text
Cut text
Paste text

Insert a new line in a text
web part

Redo the last SharePoint
action

Apply or remove bold in a
text web part

Apply or remove italic in a
text web part

Apply or remove underline
in a text web part

Delete the word to the left
of the cursor

Delete the word to the
right of the cursor

Insert a link by typing two
left brackets

Jump to the Toolbox while
editing a page

Jump to the page
Properties

Center the paragraph
(classic page editor)

Right-align the paragraph
(classic page editor)

Left-align the paragraph
(classic page editor)

Indent the paragraph
(classic page editor)

Remove the paragraph
indent (classic page editor)

Publish the page (classic)

Clear formatting (classic
page editor)

Free printable from thekeyboardcoach.co.uk/onedrive-sharepoint-shortcuts - Practise these shortcuts free at thekeyboardcoach.co.uk



