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Microsoft To Do cheat sheet

Desktop

Ctrl + N
Ctrl + L
Ctrl+ T
Ctrl+D
Ctrl + F
Ctrl +V
Ctrl + R
Ctrl + Num 1

Space or Enter

Web

Ctrl + N

Ctrl + Shift + L
Ctrl+T

Ctrl + A

Ctrl + D

Ctrl + Backspace

Ctrl + F

Mac

Control + N
Control + Shift + L
Control + T
Control + A
Control + D

Control +
Backspace

Control + F

Option + Cmd + [1
-9

Add a new task

Create a new list

Add task to My Day
Complete task

Search

Paste

Sync now

Open sidebar in minified view

Expand task (open right column)

Add a new task

Create a new list

Add task to My Day
Select all tasks

Complete task

Delete selected task or list

Search

Add a new task
Create a new list
Add task to My Day
Select all tasks
Complete task

Delete selected task or list

Search

Jump between first 9 lists

Tip: You can use Mac's custom keyboard shortcuts to

create a shortcut for a specific list.
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