Keyboard shortcuts in ArcMap

Accessing ArcMap menu commands

	Shortcut
	Command
	Menu

	Ctrl + N
	New
	File

	Ctrl + O
	Open
	File

	Ctrl + S
	Save
	File

	Alt + F4
	Exit
	File

	Ctrl + Z
	Undo
	Edit

	Ctrl + Y
	Redo
	Edit

	Ctrl + X
	Cut
	Edit

	Ctrl + C
	Copy
	Edit

	Ctrl + V
	Paste
	Edit

	Delete
	Delete
	Edit

	F1
	ArcGIS Desktop Help
	Help

	Shift + F1
	What's This
	Help


· To access the Main menu, press Alt and use the arrow keys to move through the menus; press Enter to make a selection. 

· Press Esc to close a menu or dialog box. 

Docking and undocking

· Hold down Ctrl while dragging a toolbar or dockable window to prevent it from docking. 

Refreshing or suspending map drawing

· Press F5 to refresh and redraw the display. 

· Press F9 whenever you want to suspend or pause drawing so you can make changes to your map without having the map redraw after each change. Press F9 again to resume drawing. 

Dragging and dropping

· You can drag and drop or copy and paste multiple layers in the table of contents and between ArcMap sessions. You can also drag and drop or copy and paste data frames between ArcMap sessions. 

· Layers that are dragged and dropped between data frames and ArcMap sessions are copied; hold down Ctrl while dragging and dropping to move layers between data frames and ArcMap sessions. 

· Data frames that are dragged and dropped are moved; hold down Ctrl while dragging and dropping to copy them. 

· Layers that are dragged and dropped inside a data frame are moved; hold down Ctrl while dragging and dropping to copy them. 

· Use drag and drop to move layers in and out of a group layer within a data frame. 

Navigating the table of contents with the keyboard

· F3 or clicking inside the table of contents puts the keyboard focus on the table of contents so you can navigate and interact with it. 

· Esc or clicking the map puts the keyboard focus on the map. 

· Home selects the first item in the table of contents. 

· End selects the last item in the table of contents. 

· Up/Down arrows move through the items in the table of contents. 

· Left/Right arrows or the + and - keys expand or contract selected items. They also toggle between the tabs at the bottom of the table of contents when they have keyboard focus. 

· Spacebar turns drawing of the selected layers on or off. 

· Ctrl + Spacebar turns all the layers in the data frame on or off when a single layer is selected in the table of contents. If the selected layer is part of a group layer or a composite layer, such as an ArcIMS Image Service layer, all the members of that layer will be turned or on off. If multiple layers are selected, Ctrl + Spacebar works like Spacebar by itself and toggles only the selected layers on or off. 

· F2 renames the selected item. 

· F12 or Enter opens the selected item's properties dialog box. If the currently selected item is a heading, symbol, or label, the Layer Properties dialog box will open with the Symbology tab shown on top. 

· Shift + F10 (or the Application key, if your keyboard has one) opens the context menu for the selected item. 

· Use Shift + F1 or F1 to obtain context help when an item has keyboard focus or when the properties dialog box tab or a table of contents tab is selected. 

· F11 activates a selected data frame, or hold down Alt and click a data frame to activate it. 

· When there are multiple data frames in the map, use Ctrl + Tab to cycle through each data frame and activate it. 

Selecting items in the table of contents

· Ctrl + click selects or deselects multiple layers or data frames. 

· Shift + click selects all layers or data frames between two layers or data frames, within the same table of contents level. 

Using mouse shortcuts in the table of contents

· Ctrl + click an expansion control (+/-) to expand or contract all the items at that level. If any items are currently selected, only the selected items are expanded or collapsed. 

· Ctrl + click a check box to turn all the layers on or off at that level. If any items are currently selected, only the selected items are turned on or off. 

· When dragging layers, hovering over an expansion control with the drop pointer expands or collapses any item. 

· Right-clicking features, layers, and data frames always opens a context menu.

Shortcut keys for editing in ArcMap

You can use shortcut keys to perform certain functions from within the editing environment of ArcMap. The following sections list the shortcut keys available for each editing tool and which functions they perform from within that tool. 

Shortcuts common to all editing tools

	Shortcut key
	Editing function

	Z key
	Zoom in

	X key
	Zoom out

	C key
	Pan

	V key
	Show vertices

	Esc
	Cancel

	Ctrl + Z
	Undo

	Ctrl + Y
	Redo

	Spacebar
	Suspend Snapping


Sketch tool

	Shortcut key
	Editing function

	Ctrl + A
	Angle

	Ctrl + F
	Deflection 

	Ctrl + L
	Length

	Ctrl + D
	Delta x,y

	Ctrl + G 
	Direction/Length 

	Ctrl + P
	Parallel

	Ctrl + E
	Perpendicular

	Ctrl + T
	Tangent Curve

	T key
	Display the snapping tolerance

	F6 
	Absolute x,y

	F7
	Segment Deflection

	F8
	Streaming

	Ctrl + Delete
	Delete sketch

	F2
	Finish sketch

	E key
	Toggle between Sketch tool, Edit tool, and Edit Annotation tool

	A key
	Activate the Text box on the Annotation toolbar, so you can change the text for constructing new annotation

	S key
	Activate the Symbol box on the Annotation toolbar, so you can toggle between defined annotation symbols

	Ctrl + W
	Find Text: Populate the Text box on the Annotation toolbar with a text expression from a feature under the cursor position. If the target is a feature-linked annotation feature class, text is derived only from a feature in the origin feature class. With a standard annotation feature class as the target, the text is based on the label expression of the layer containing the first visible and selectable feature.

	O key
	Open Follow Feature Options dialog box when creating new annotation in follow feature mode

	L key
	Flip selected annotation features 180 degrees when creating new annotation in follow feature mode

	P key
	Toggle annotation placement angle between parallel and perpendicular when creating new annotation in follow feature mode

	Tab
	Toggle annotation placement between left side and right side when creating new annotation in follow feature mode





Edit tool

	Shortcut key
	Editing function

	Ctrl
	Move the selection anchor

	Shift 
	Add to/Remove from the selection

	N key
	Select next feature

	E key
	Toggle between Sketch tool, Edit tool, and Edit Annotation tool


Edit Annotation tool

	Shortcut key
	Editing function

	Ctrl
	Move the selection anchor

	Shift
	Add to/Remove from the selection

	N key
	Select next annotation

	R key
	Enter/Exit rotate mode

	F key
	Enter/Exit follow feature mode

	L key
	Flip annotation

	O key
	Follow feature options

	P key
	Toggle annotation placement angle between parallel and perpendicular when in follow feature mode

	Tab
	Switch to the other side of line while in follow feature mode

	E key
	Toggle between Sketch tool, Edit tool, and Edit Annotation tool


Distance-Distance tool

	Shortcut key
	Editing function

	D or R key
	Distance

	Tab
	Change location


Direction-Distance tool

	Shortcut key
	Editing function

	D or A key
	Direction

	D or R key
	Distance

	Tab
	Change location


Trace tool

	Shortcut key
	Editing function

	O key
	Open Trace Options dialog box

	Tab
	Trace the other side of an edge


Scale and Rotate tools

	Shortcut key
	Editing function

	A key
	Set rotate angle

	S key
	Toggle secondary anchor


Endpoint Arc tool

	Shortcut key
	Editing function

	R key
	Endpoint Arc tool


Topology Edit tool

	Shortcut key
	Editing function

	Shift
	Add to/Remove from the selection

	Ctrl
	Move the selection anchor

	N key
	Select nodes

	E key
	Select edges

	S key
	Split and move node


Fix Topology Error tool

	Shortcut key
	Editing function

	Shift
	Add to/Remove from selection


Unplaced Annotation dialog box

	Shortcut key 
	Editing function

	Spacebar
	Place selected annotation

	P key
	Pan to selected annotation

	Z key
	Zoom to selected annotation


Error Inspector dialog box

	Shortcut key 
	Editing function

	Spacebar
	Zoom to selected error

	P key
	Pan to selected error

	Z key
	Zoom to selected error


Quick ArcMap tips and tricks

When you add layers to ArcMap, they are now automatically selected in the Table of Contents. This allows you to find them easily and immediately perform operations on them all by right-clicking or using one of the shortcuts listed below. If you added multiple layers and you just want to work with one of them, click the layer you want to work with to deselect the others. 

· You can now drag and drop and copy and paste multiple layers in the Table of Contents. 

· You can now drag and drop and copy and paste multiple layers between two ArcMap sessions. 

· You can now drag and drop and copy and paste data frames between two ArcMap sessions. 

· To quickly duplicate layers in a data frame, hold down the Ctrl key and drag and drop them in the Table of Contents. 

· To quickly activate a different data frame, hold down the Alt key and click the desired data frame in the Table of Contents. 

· To move layers instead of copying them when you drag them between data frames or ArcMap sessions, hold down the Ctrl key while you drag and drop. 

· To rename a selected item in the Table of Contents, press F2. 

· To expand or collapse all items at one level in the Table of Contents hierarchy, hold down the Ctrl key and click the +/- check box next to any item at that level. If any items are currently selected, click the +/- check box next to the selected item to expand or collapse it. 

· To expand or collapse an item in the Table of Contents while you are dragging data, hover over the +/- check box next to the item and pause. 

· To add data directly to a group layer, right-click the group layer and choose Add Data. 

· To give the Table of Contents keyboard focus so you can use the keyboard to navigate and interact with it, click anywhere inside the Table of Contents or press F3. 

· To return keyboard focus to the map so keystrokes are sent to the map instead of the Table of Contents, click anywhere on the map or press Esc. 

· To turn on or off the currently selected layers in the Table of Contents, hold down the Ctrl key and click the check box next to any layer, or press the Space bar. 

· To open the properties of the selected item in the Table of Contents, press Enter. 

· To drop layers so they come immediately after a group layer (without having to collapse the group layer), drag the layers after the group layer and move the mouse pointer over to the left before you do the drop. A vertical line at the left end of the horizontal drop bar indicates the level in the hierarchy into which the layers will be dropped. 

