Microsoft Project Shortcut Keys

General Shortcuts | | Task Shortcuts

NEW FIlE ..o CTRL Nor F11 N W TaSK oo Insert

Open EXIsting File ... CTRLO LMK TASKS .vvovvvevvsaiseisessssssss sttt CTLF2

Cl0SE WINAOW ...t CTRL F4 HIE SUBLASKS .....ovvvviieectcee ettt ALT SHIFT -

SAVE FHlB .. CTRL S 1310 (=Y ST T TR TR T TSR ALT SHIFT =

SBVE AAS .ttt bbbt bt bR e e b e e ebe et r e ean e nre e F12 SHOW SUDLASKS vttt et e e et e eee e e e e ee e e e e ALT SHIFT =

ClOSE FlE et CTRL W SNOW @11 TASKS .o ALT SHIFT *

Print DIalog DOX ....ccuoiueiiiieiiiieee e e CTRLP Display all filtered tasks or filtered reSOUICES .........covvevevevrvierecrereieseee e F3

HEID MEBNU .. F1 Display task, resource or assignment info..........ccccoevevvvrreeceeeieieieienen, SHIFT F2

What’s This Help TOOI ..o, SHIFT F1 Task INFOrMALION ........cocvivireieeceeectceceee et eeeaeeis SHIFT F2
SPEII CRECK. ... e e F7

(LU CTRL X Other Shortcuts

(O70] o) S SSRSRR CTRLC

PASEE...oovvv i CTRLV ASSIGN TESOUICES ..vovvevveeeierieessese s sessessessessess s s s es s s en s ALT F10

UNAO.. i CTRL Z GO t0 NeXt OVErallOCALION. ..........cvveevceeseieceeseeees et ALT F5

ClEAr CONENTS wovvvvvvvvvsii s CTRL Delete Move 0 task on Gantt Chart..............coovv.oovveoereeeeeeeeseeeseree. CTRL SHIFT F5

FIlEDOWN oo CTRLD BUIld Team from ENLErPIISE...........vvvvvvveriereesssssissssssssssssisssssseessssienns CTRLT

FIlERIGNE o, CTRLR RESEL SO 0 1D OFUBT.......ooevvveeerseaeeeciesssessssesss s SHIFT F3

FING CTRLF ApPIY the SOrt Order AgAIN ..........ov..erveeereeeereeeeeeeeeeeseeeseeesenee CTRL SHIFT F3

REPIACE. ...oooovei s CTRLH APPIY the SAME FItEr AQAIN .....vvveveeeeeeeeeeeeeeeee e eeeeeeseeeesee e CTRLF3

GO T o CTRL Gor F5 CalCulate all OPEN PrOJECES ............everreeereeeeeeeeeseseeeeseeeeeseeeseeeeeeeeseeseeees s eesre F9

HYPEFIINK....oovivviiiiiini CTRLK CalCUIALE ACHIVE PIOJEC ....vvoeeeeeeeeeeeeeeeeeeeeeeeseeeeeeseeseeseeeseeeeeeeeeeeeeseees SHIFT F9

Turn on/off Extend Selection MO .........ccviiiriiiiie e F8 Turn on/off AUto CalcUlate ..o CTRL F9

Turn on/off Add To Selection MOde.............cooovvinviinniiiniiis SHIFT F8 UPAALE A1 DDE TNKS .....vvooveeeeeeeeeeeeeeeeeesesesssesesseeeseseeesseeesseseesseeeesseeeees ALT F9
MaCr0S DIalog DOX ......coeiiiiiiiiiiie et ALT F8

Using a Timescale

Move timescale left ONE PAGE ......ccvveveie i ALT PG UP

Move timescale right One Page .........coveeveieieneicnes e ALT PG DN

Move timescale to beginning of the project .........cccceveveviiiciiciennas ALT HOME

QUT Move timescale to end of the Project..........ccccovveiieneiiineieee ALT END

Scroll timescale 1eft........ooviiii ALT €

Scroll the timescale right ..o ALT =

performancethroughknowledge Show smaller tiMe UNILS .......ceveiieiciiese e CTRL/

ShoW larger tiMe UNILS .....c.cieieieirce et are CTRL*




