
CCC LibreOffice Shortcut Keys

Complete Reference Guide
Generated on October 29, 2026 | Total Shortcuts: 326

Note: This PDF contains all essential LibreOffice keyboard shortcuts for Writer, Calc, and Impress
applications. Use this reference to master keyboard shortcuts for the CCC exam.

Summary by Application

Calc: 112 shortcuts

General: 21 shortcuts

Writer: 193 shortcuts

CALC - 112 SHORTCUTS

SHORTCUT KEY DESCRIPTION CATEGORY

**Ctrl + ' ** Copy formula from cell above Data Entry

**Ctrl + Shift + '
** Copy value from cell above Data Entry

Alt + Down Open Selection List/Filter Data Tools

Alt + Enter Insert a line break inside a cell Cell Editing

Alt + Page Down Move right one screen Navigation

Alt + Page Up Move left one screen Navigation

Alt + Shift + Arrow Optimize column width/row height Management

Backspace Clear contents immediately Cell Editing

Ctrl + ` Toggle formula view (Show formulas) Formulas
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SHORTCUT KEY DESCRIPTION CATEGORY

Ctrl + - Delete selected cell/row/column Management

Ctrl + ; Insert the current date Data Entry

Ctrl + [ Decrease Font Size Formatting

Ctrl + ] Increase Font Size Formatting

Ctrl + * Select the current data range Selection

Ctrl + / Select the current array/matrix Selection

Ctrl + + Insert a new cell/row/column Management

Ctrl + 0 Hide selected columns Management

Ctrl + 1 Open the Format Cells dialog Formatting

Ctrl + 9 Hide selected rows Management

Ctrl + A Select the entire worksheet Selection

Ctrl + Alt + C Insert/Edit a cell comment Review

Ctrl + Alt + Shift +
V Paste unformatted text Editing

Ctrl + B Apply Bold formatting Formatting

Ctrl + C Copy selected cells to clipboard Editing

Ctrl + D Apply Double Underline Formatting

Ctrl + E Align text to the center Formatting

Ctrl + End Move to last data cell Navigation

Ctrl + F Open Find toolbar Search

Ctrl + F10 Show/Hide non-printing characters View

Ctrl + F12 Ungroup selected rows/columns Management

Ctrl + F2 Open Function Wizard Formulas

Ctrl + F3 Manage Named Ranges Formulas

Ctrl + F5 Show/Hide Sidebar View
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SHORTCUT KEY DESCRIPTION CATEGORY

Ctrl + F7 Open Thesaurus Review

Ctrl + F8 Toggle Value Highlighting Formulas

Ctrl + G Open Go To Cell dialog Navigation

Ctrl + H Open Find and Replace Search

Ctrl + Home Move to cell A1 Navigation

Ctrl + I Apply Italic formatting Formatting

Ctrl + J Justify text alignment Formatting

Ctrl + L Align text to the left Formatting

Ctrl + M Clear all direct formatting Formatting

Ctrl + N Create a new spreadsheet File Management

Ctrl + O Open an existing spreadsheet File Management

Ctrl + Page Down Switch to the next sheet Navigation

Ctrl + Page Up Switch to the previous sheet Navigation

Ctrl + R Align text to the right Formatting

Ctrl + S Save the current document File Management

Ctrl + Scroll Zoom in/out with mouse View

Ctrl + Shift + ; Insert the current time Data Entry

Ctrl + Shift + 0 Unhide selected columns Management

Ctrl + Shift + 1 Format as Number (2 decimal places) Formatting

Ctrl + Shift + 2 Format as Scientific notation Formatting

Ctrl + Shift + 3 Format as Date Formatting

Ctrl + Shift + 4 Format as Currency Formatting

Ctrl + Shift + 5 Format as Percentage Formatting

Ctrl + Shift + 6 Format as Standard/General Formatting

Ctrl + Shift + 7 Apply Border around selection Formatting
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SHORTCUT KEY DESCRIPTION CATEGORY

Ctrl + Shift + 9 Unhide selected rows Management

Ctrl + Shift + Arrow Extend selection to edge of data Selection

Ctrl + Shift + B Apply Subscript Formatting

Ctrl + Shift + End Extend selection to last used cell Selection

Ctrl + Shift + F3 Create names from labels Formulas

Ctrl + Shift + F5 Focus cursor on the Name Box Formulas

Ctrl + Shift + F9 Forced hard recalculation Formulas

Ctrl + Shift + Home Extend selection to cell A1 Selection

Ctrl + Shift + J Toggle Full Screen mode View

Ctrl + Shift + L Toggle AutoFilter Management

Ctrl + Shift + M Toggle Edit Mode Review

Ctrl + Shift + P Apply Superscript Formatting

Ctrl + Shift + R Redraw the screen View

Ctrl + Shift + S Save As (save with a new name) File Management

Ctrl + Shift + T Show/Hide cell comment Review

Ctrl + Shift + V Open Paste Special dialog Editing

Ctrl + Space Select the current column Selection

Ctrl + U Apply Underline formatting Formatting

Ctrl + V Paste clipboard contents Editing

Ctrl + X Cut selected cells to clipboard Editing

Ctrl + Y Redo the last undone action Editing

Delete Clear contents (opens dialog) Cell Editing

End Move to the last data cell in row Navigation

Enter Confirm entry and move down Cell Editing

F11 Show/Hide Styles pane View
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SHORTCUT KEY DESCRIPTION CATEGORY

F12 Group selected rows/columns Management

F2 Edit the active cell Cell Editing

F3 Find the next occurrence Search

F4 Open the Database Source view Data Tools

F5 Open Navigator Navigation

F7 Start spell check Review

F8 Toggle Extended Selection mode Selection

F9 Recalculate all formulas Formulas

Home Move to the start of the row Navigation

Page Down Move down one screen Navigation

Page Up Move up one screen Navigation

Shift + Arrow Extend selection one cell at a time Selection

Shift + Ctrl + F4 Open the Data Sources pane Data Tools

Shift + Enter Confirm entry and move up Cell Editing

Shift + F3 Find the previous occurrence Search

Shift + F4 Toggle Relative/Absolute references ($) Formulas

Shift + F5 Trace Dependents Formulas

Shift + F7 Trace Precedents Formulas

Shift + F8 Toggle Multi-selection (Add) mode Selection

Shift + Home Extend selection to start of row Selection

Shift + Space Select the current row Selection

Shift + Tab Confirm entry and move left Cell Editing

Tab Select next object on sheet Objects

Ctrl + P Print the current document File Management

Ctrl + W Close the current spreadsheet File Management
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SHORTCUT KEY DESCRIPTION CATEGORY

Ctrl + Q Exit the LibreOffice suite File Management

Ctrl + Shift + N Open the Template Manager File Management

Ctrl + Shift + O Toggle Print Preview File Management

Ctrl + Z Undo the last action Editing

GENERAL - 21 SHORTCUTS

SHORTCUT KEY DESCRIPTION CATEGORY

Ctrl + N / Cmd + N New window -

Ctrl + T / Cmd + T New tab -

Win Open Start Menu -

Win + . Emoji Picker -

Win + A Open Action Center -

Win + Arrow Keys Snap window to side/quarter -

Win + Ctrl + D Create new virtual desktop -

Win + Ctrl + F4 Close current virtual desktop -

Win + D Show Desktop (minimize all) -

Win + E Open File Explorer -

Win + I Open Settings -

Win + L Lock PC -

Win + Number (1-9) Open/switch to taskbar app -

Win + PrtScn Fullscreen screenshot (saves to Pictures) -

Win + R Open Run dialog -

Win + S Open Search -
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SHORTCUT KEY DESCRIPTION CATEGORY

Win + Shift + S Snipping Tool (screenshot) -

Win + Space Switch input language -

Win + T Cycle taskbar apps -

Win + Tab Task View (virtual desktops) -

Win + V Open Clipboard History -

WRITER - 193 SHORTCUTS

SHORTCUT KEY DESCRIPTION CATEGORY

Ctrl + N Create a new text document File Management

Ctrl + O Open an existing document File Management

Ctrl + S Save the current document File Management

Ctrl + Shift + S Save As (Save document with a new name or
format) File Management

Ctrl + P Print the current document File Management

Ctrl + Shift + O Toggle print preview mode File Management

Ctrl + Q Exit LibreOffice application File Management

Ctrl + W Close the current text document window File Management

Ctrl + Shift + N Open Templates management dialog File Management

Ctrl + Alt + I Insert a direct interactive page break File Management

Ctrl + Shift + E Toggle track changes recording mode File Management

Ctrl + Alt + S Save all currently open documents File Management

Ctrl + Alt + O Open a digital signature dialog for the file File Management

Ctrl + Shift + P Open the printer properties setup dialog File Management

Ctrl + E Export the document as a PDF directly File Management
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SHORTCUT KEY DESCRIPTION CATEGORY

Ctrl + Z Undo the last action performed Editing

Ctrl + Y Redo the last undone action Editing

Ctrl + X Cut the selected text or object to clipboard Editing

Ctrl + C Copy the selected text or object to clipboard Editing

Ctrl + V Paste clipboard contents at cursor position Editing

Ctrl + Shift + V Open Paste Special options dialog Editing

Ctrl + Alt + Shift +
V Paste unformatted text directly from clipboard Editing

Ctrl + A Select all text and items in the document Editing

Ctrl + F Open Find toolbar or dialog Editing

Ctrl + H Open Find and Replace dialog Editing

Ctrl + G Go to a specific page or line number Editing

Shift + Arrow Right Select character to the right of cursor Editing

Shift + Arrow Left Select character to the left of cursor Editing

Ctrl + Shift + Arrow
Right Select word by word to the right Editing

Ctrl + Shift + Arrow
Left Select word by word to the left Editing

Shift + Arrow Up Select text line by line upward Editing

Shift + Arrow Down Select text line by line downward Editing

Shift + Home Select text from cursor to the start of the line Editing

Shift + End Select text from cursor to the end of the line Editing

Ctrl + Shift + Home Select text from cursor to the start of document Editing

Ctrl + Shift + End Select text from cursor to the end of document Editing

Shift + Page Up Select one full screen page upward Editing

Shift + Page Down Select one full screen page downward Editing

Ctrl + Shift + T Clear all direct text selections Editing
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SHORTCUT KEY DESCRIPTION CATEGORY

Backspace Delete one character to the left of cursor Editing

Delete Delete one character to the right of cursor Editing

Ctrl + Backspace Delete one word to the left of cursor Editing

Ctrl + Delete Delete one word to the right of cursor Editing

Ctrl + Shift + X Repeat the last text entry action Editing

Ctrl + Alt + E Toggle edit mode on or off for safe viewing Editing

Ctrl + B Apply bold formatting to selected text Text Formatting

Ctrl + I Apply italic formatting to selected text Text Formatting

Ctrl + U Apply single underline to selected text Text Formatting

Ctrl + D Apply double underline to selected text Text Formatting

Ctrl + Shift + B Format text as Subscript style Text Formatting

Ctrl + M Clear direct formatting from selected text Text Formatting

Ctrl + ] Increase the font size of selected text Text Formatting

Ctrl + [ Decrease the font size of selected text Text Formatting

Ctrl + Shift + A Convert selected text to all UPPERCASE letters Text Formatting

Ctrl + Shift + K Convert selected text to small capital letters Text Formatting

Ctrl + Shift + C Copy direct text character formatting styles Text Formatting

Ctrl + Shift + D Double underline selected words only Text Formatting

Ctrl + Shift + J Toggle text view to full screen mode Text Formatting

Ctrl + Shift + G Change selected words to lowercase context Text Formatting

Ctrl + Alt + C Insert or edit a text comment box Text Formatting

Ctrl + Alt + F Insert a footnote at cursor position Text Formatting

Ctrl + Shift + Space Insert a non-breaking space character Text Formatting

Ctrl + Minus (-) Insert a soft non-printing optional hyphen Text Formatting

Ctrl + Shift + Minus Insert a non-breaking hard hyphen character Text Formatting
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SHORTCUT KEY DESCRIPTION CATEGORY

Ctrl + Alt + R Reset paragraph layout format settings Text Formatting

Ctrl + Alt + T Apply transparent backdrop character style Text Formatting

Ctrl + Alt + B Format selected text block with borders Text Formatting

Ctrl + Alt + G Highlight selected text background in gray Text Formatting

Ctrl + Shift + L Apply lowercase formatting to text selection Text Formatting

Ctrl + Shift + U Capitalize every first letter of selected words Text Formatting

Ctrl + Shift + H Hide or unhide selected character text blocks Text Formatting

Ctrl + Shift + W Underline words only without spacing gap blocks Text Formatting

Ctrl + L Align selected paragraph text to the left Paragraph Styles

Ctrl + R Align selected paragraph text to the right Paragraph Styles

Ctrl + J Justify the alignment of selected paragraph Paragraph Styles

Ctrl + 1 Set paragraph line spacing to Single line Paragraph Styles

Ctrl + 2 Set paragraph line spacing to Double lines Paragraph Styles

Ctrl + 5 Set paragraph line spacing to 1.5 lines Paragraph Styles

Ctrl + 0 Toggle default open space above active paragraph Paragraph Styles

Ctrl + Alt + 1 Apply Heading 1 paragraph format style Paragraph Styles

Ctrl + Alt + 2 Apply Heading 2 paragraph format style Paragraph Styles

Ctrl + Alt + 3 Apply Heading 3 paragraph format style Paragraph Styles

Ctrl + Alt + 4 Apply Heading 4 paragraph format style Paragraph Styles

Ctrl + Alt + 5 Apply Heading 5 paragraph format style Paragraph Styles

Ctrl + Alt + 0 Apply Default Text Paragraph style formatting Paragraph Styles

F11 Open Styles sidebar deck navigation interface Paragraph Styles

Shift + F11 Create a brand new template paragraph style Paragraph Styles

Ctrl + Shift + F11 Update an existing paragraph template style
properties Paragraph Styles
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SHORTCUT KEY DESCRIPTION CATEGORY

Ctrl + Enter Insert a hard manual structured page break Paragraph Styles

Shift + Enter Insert a soft line break inside paragraph block Paragraph Styles

Ctrl + Shift + Enter Insert a manual hard multi column structural break Paragraph Styles

Tab Indent paragraph layout line or move forward Paragraph Styles

Shift + Tab Decrease active paragraph indentation alignment
block Paragraph Styles

Ctrl + Alt + Up Move the active paragraph row up manually Paragraph Styles

Ctrl + Alt + Down Move the active paragraph row down manually Paragraph Styles

F12 Toggle ordered numbered list style item layout Paragraph Styles

Shift + F12 Toggle unordered unnumbered bullet points list
layout Paragraph Styles

Ctrl + Shift + F12 Turn off active bullets or numbering styles
completely Paragraph Styles

Ctrl + Up Move text editing cursor up one paragraph block Paragraph Styles

Ctrl + Down Move text editing cursor down one paragraph block Paragraph Styles

Ctrl + Shift + M Demote a list item level one stage lower Paragraph Styles

Ctrl + Shift + Up Move an active list item entry line upward Paragraph Styles

Ctrl + Shift + Down Move an active list item entry line downward Paragraph Styles

Alt + Arrow Right Increase padding space layout indentation margin
manually Paragraph Styles

Arrow Left Move text insertion cursor left one character Navigation

Arrow Right Move text insertion cursor right one character Navigation

Ctrl + Arrow Left Move text cursor left by one complete word Navigation

Ctrl + Arrow Right Move text cursor right by one complete word Navigation

Arrow Up Move text insertion cursor up by one line Navigation

Arrow Down Move text insertion cursor down by one line Navigation

Home Move cursor instantly to start of current line Navigation
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SHORTCUT KEY DESCRIPTION CATEGORY

End Move cursor instantly to end of current line Navigation

Ctrl + Home Move cursor straight to beginning of document file Navigation

Ctrl + End Move cursor straight to absolute end of document Navigation

Page Up Scroll document canvas view up by one page
screen Navigation

Page Down Scroll document canvas view down by one page
screen Navigation

Ctrl + Page Up Switch cursor back to previous structural page
element Navigation

Ctrl + Page Down Switch cursor forward to next structural page
element Navigation

F5 Toggle the Navigator floating navigation sidebar
tool pane Navigation

Ctrl + Shift + F5 Open the text cursor focus locator coordinates
prompt Navigation

Ctrl + Alt + N Switch interface layout view mode to Web display Navigation

Ctrl + Shift + I Toggle graphical screen layout visibility bounding
guides lines Navigation

Ctrl + Shift + R Toggle structural side ruler guides visibility grid
ruler Navigation

Esc Cancel active macro process command or close
dialogs Navigation

Ctrl + Esc Focus main document view directly from side
menus Navigation

F6 Task pane navigation focus loop shift interface
objects Navigation

Shift + F6 Task pane reverse cycle navigation focus structural
loop Navigation

Ctrl + F6 Move workspace canvas interface window focus
deck group Navigation

Ctrl + Alt + Arrow
Up

Scroll the main layout workspace canvas frame
upward Navigation

CCC LibreOffice Shortcut Keys Reference | Generated by MCQvidya (mcqvidya.com) | 2026-10-29 00:01:51



SHORTCUT KEY DESCRIPTION CATEGORY

Ctrl + Alt + Arrow
Down

Scroll the main layout workspace canvas frame
downward Navigation

Ctrl + Alt + Arrow
Left

Scroll the main layout workspace canvas frame
leftward Navigation

Ctrl + Alt + Arrow
Right

Scroll the main layout workspace canvas frame
rightward Navigation

Ctrl + F1 Display specific localized contextual info tip notes
text Navigation

Shift + F1 Activate interactive whats this hover query context
cursor Navigation

Ctrl + F12 Insert a clean empty structure matrix text Table Tables

Tab (in table) Move cursor forward into next adjacent matrix cell Tables

Shift + Tab (in
table)

Move cursor backward into prior adjacent matrix
cell Tables

Ctrl + Tab Insert a literal standard layout tab inside cells Tables

Alt + Arrow Up Nudge individual table cell border matrix boundary
up Tables

Alt + Arrow Down Nudge individual table cell border matrix boundary
down Tables

Alt + Arrow Left Nudge individual table cell border matrix boundary
left Tables

Alt + Shift + Arrow
Up

Proportionally adjust table total container boundary
border up Tables

Alt + Shift + Arrow
Down

Proportionally adjust table total container boundary
border down Tables

Alt + Shift + Arrow
Left

Proportionally adjust table total container boundary
border left Tables

Alt + Shift + Arrow
Right

Proportionally adjust table total container boundary
border right Tables

Ctrl + Alt + Shift +
Up Insert an empty row above active table cursor Tables

Ctrl + Alt + Shift +
Down Insert an empty row below active table cursor Tables
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SHORTCUT KEY DESCRIPTION CATEGORY

Ctrl + Alt + Shift +
Left Insert an empty column left of active cursor Tables

Ctrl + Alt + Shift +
Right Insert an empty column right of active cursor Tables

Alt + Delete (in
table)

Delete active selected matrix structural table row
block Tables

Alt + Insert (in
table)

Enter standard interactive table custom dimension
entry mode Tables

Ctrl + Shift + T (in
table)

Apply automatic table design pattern formatting
theme skin Tables

Ctrl + Shift + M (in
table) Merge multiple selected cells into one single block Tables

Ctrl + Shift + H (in
table) Split a merged cell structural block back apart Tables

Ctrl + Alt + T (in
table)

Optimize and balance horizontal row heights across
matrix Tables

Ctrl + Alt + C (in
table)

Optimize and balance vertical column widths across
matrix Tables

Ctrl + Alt + Shift +
H Convert first row of table into a header Tables

Ctrl + Alt + Shift +
B

Toggle alternating row background color fill shading
striping Tables

Ctrl + Alt + Shift +
C

Toggle alternating column background color fill
shading striping Tables

Ctrl + Alt + Shift +
T

Calculate structural formula total sums within table
row Tables

Ctrl + Home (in
table) Jump directly to the first cell of table Tables

Ctrl + End (in
table) Jump directly to the last cell of table Tables

Alt + Page Up Jump to the top cell of current matrix column Tables

Alt + Page Down Jump to the bottom cell of current matrix column Tables

Alt + Home Jump to the leftmost cell of active row block Tables

Alt + End Jump to the rightmost cell of active row block Tables
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SHORTCUT KEY DESCRIPTION CATEGORY

Ctrl + Shift + Row
Up Select data columns upward from current text cell Tables

Ctrl + Shift + Row
Down

Select data columns downward from current text
cell Tables

F7 Run comprehensive spellcheck grammar checker
utility tool Tools

Shift + F7 Toggle real-time automatic background spelling
mistake checking Tools

Ctrl + F7 Open localized alternative vocabulary lookup
Thesaurus dialog window Tools

F3 Expand AutoText shorthand code block into actual
text Tools

Ctrl + Shift + F3 Define or edit localized AutoText block item entries Tools

F2 Open floating math Formula entry calculations input
toolbar Tools

F9 Manually recalculate and update all active variable
fields Tools

Ctrl + F9 Toggle raw variable field naming code view blocks Tools

Shift + F9 Update structural contents table indexes or active
charts Tools

Ctrl + Shift + F9 Execute recursive update loops over all manual
fields Tools

F4 Toggle Data Sources database connections bridge
panel deck Tools

Ctrl + Shift + F4 Open advanced text data source bibliography
database window Tools

Alt + F12 Launch primary application global settings Options
dialog console Tools

Ctrl + Shift + Q Insert a structural hyperlinked text bookmark at
cursor Tools

Ctrl + K Insert or edit a custom web Hyperlink target Tools

Ctrl + F3 Open global application custom AutoCorrect
properties configuration prompt Tools
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SHORTCUT KEY DESCRIPTION CATEGORY

Alt + Shift + O Insert a custom indexed catalog reference token
point Tools

Alt + Shift + X Insert index entry marking token metadata details
block Tools

Alt + Shift + P Insert a live dynamic absolute total page number Tools

Alt + Shift + D Insert the current local system calendar Date field Tools

Alt + Shift + T Insert the current local system clock Time field Tools

Ctrl + Alt + M Open up document global tracking macro developer
control panel Tools

F1 Open up full global online local offline application
Help Documentation Tools

Ctrl + Shift + Alt +
T

Perform localized system accessibility checking
operations suite Tools

Ctrl + Alt + P Toggle the document word count statistics details
overlay Tools
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