InCopy 2026 keyboard shortcuts macos

Preferences: General. ...................... .. Cmd+K
ChecklIn..........o Shift+Cmd+F9
Check InAll....................... Opt+Shift+Cmd+F9
Check OQut........................... Cmd+F9
Close .. ... Cmd+W
Export ... Cmd+E
New ... ... Cmd+N
OPEeN .. Cmd+O
Place. ... Cmd+D
Print ... Cmd+P
SaveContent ... Cmd+S
Update Content......................... Ctrl+Cmd+F5
QuitinCopy........oooo Cmd+Q
Undo . ... Cmd+Z
Redo............ooo Shift+Cmd+Z
Cut Cmd+X
COPY. oo Cmd+C
Paste. ... Cmd+V
Paste without Formatting............... Shift+Cmd+V
Select All............. Cmd+A
Deselect All............................ Shift+Cmd+A
Insert Marker ............................ Shift+Cmd+[
GotoMarker ... Shift+Cmd-+]
Quick Apply ... Cmd+Return
Find/Change............................... Cmd+F
Find Next............................... Opt+Cmd+F
CheckSpelling........................... ... Cmd+l
Apostrophe. ... Ctrl+
Bullet Character......................... Opt+8
Discretionary Hyphen ................ .. Shift+Cmd+-
Nonbreaking Hyphen................. .. Opt+Cmd+-
EmDash............... Opt+Shift+-
EnDash........... Opt+-

Forced LineBreak .................... .. Shift+Return
RightIndentTab............................. Shift+Tab
Show Hidden Characters ................. Opt+Cmd-+|
Tab Tab
ConverttoText.......................... Opt+Cmd+E
Expand/Collapse Notes in Story ....... .. Opt+Cmd+U
NextNote .............. Opt+Shift+Cmd+Page Down
Notes Mode ........................ .. F8 or Cmd+F8
Previous Note........... ... Opt+Shift+Cmd+Page Up
Accept All Changes In Story. ... Opt+Shift+Cmd+O
AcceptChange..................o Shift+Cmd+0O
Next Change........................ Cmd+Page Down
Previous Change....................... Cmd+Page Up
Reject All Changes In Story ... .. Opt+Shift+Cmd+;
RejectChange ........................... Shift+Cmd+;
Track Changes in Current Story ................ Cmd+Y
ActualSize. ... Cmd+
Collapse All Stories. ................ Opt+Shift+Cmd+Z
Expand All Stories ....................... Opt+Cmd+Z
Expand Story ... Opt+Return
Fit Page in Window....................... ... Cmd+0
Fit Spread in Window.................. .. Opt+Cmd+0
Galley View. ... Cmd+G
Hide Notes. ........................... . Opt+Cmd+F3
LayoutView ................................. Cmd+L
Show Changes................................ Cmd+7
ShowRulers ... Cmd+R
StoryView. ... Opt+Cmd+G
ZOOM IN ..o Cmd+=
ZoomOUt ... Cmd+-
Drag Mouse to Zoom................. Cmd+Spacebar
Pantheview.......................... Spacebar+drag
Panwhenintext ..................... ... Opt+drag

trainingonsite.com | mikewitherell@jetsetcom.net | jetsetcom.net | urszulawitherell@jetsetcom.net

INCOPY

Assignment: Returnfor ID ... .. Opt+Shift+Cmd+P
Redefine Character Style. ........ .. Opt+Shift+Cmd+C
Redefine Paragraph Style ........ .. Opt+Shift+Cmd+R
Thesaurus: Change Word ................ Shift+Cmd+7
Thesaurus: Load Word................... Shift+Cmd+5
Thesaurus: Lookup Word ... . Shift+Cmd+6
EditMacro..................... . Opt+Shift+Cmd+F8
Insert Macro Text...................... . Opt+Shift+F8
New Macro...................oo . Opt+Cmd+F8
Swap Macro Text.................o F6
Align Center ... Shift+Cmd+C
Align Force or Full Justify ............... Shift+Cmd+F
Align Justify. ... Shift+Cmd+
Alignleft . ... ... Shift+Cmd+L
AlignRight. ... Shift+Cmd+R
ApplyBold................... . Cmd+B, Shift+Cmd+B
Apply Italic. ... Shift+Cmd-+l
Apply Normal ... Shift+Cmd+Y
AutoLeading ... Opt+Shift+Cmd+A
Move Up orDown...................oooo Nor
Move LeftorRight........................ ... <or->
Move to Next or Previous Cell........ Tab or Shift+Tab
Select Cells Above or Below ............. Shift+1 or v
SelectCellstotheleft ....................... Shift+<«
Select CellstotheRight...................... Shift+—
Select to beginning of story. ... ... Shift+Cmd+Home
Selecttoend of story . ............. . Shift+Cmd+End
Eyedropper Tool.. ... |
Hand Tool ...................... ... ... H
Note Tool.......................................... N
TypeTool. ... T
Zoom Tool...........ooooo z
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InCopy 2026 keyboard shortcuts windows

INCOPY

RightIndentTab............................ Shift+Tab
CheckIn ... Shift+Ctrl+F9 Show Hidden Characters ................... Alt+Ctrl+| Assignment: Returnfor ID ............ Alt+Shift+Ctrl+P
Check InAlL.............. Alt+Shift+Ctrl+F9 Tab Tab Redefine Character Style. ... . Alt+Shift+Ctrl+C
Check Out..........oo Ctrl+F9 Redefine Paragraph Style ............. Alt+Shift+Ctrl+R
Close ... ... Ctrl+wW Convertto Text AltsCtrleE Thesaurus: Change Word ... Shift+Ctrl+7
EXPOt.... Ctri+E Expand/Collapse Notes. ... Alt+Ctrl+U Thesaurus: Load Word. ... Shift+Ctrl+5
New ... Ctrl+N Next Note AltShift+Ctrl4+-Page Down Thesaurus: Lookup Word ... Shift+Ctrl+6
OPEeN . Ctrl+O
Place. ... ... Ctrl+D NOtesMOde'""'"""""""""'l """"""" 8 ; ;
Print . Ctrl+P Previous Note. ... AltShift Ctrl+Page Up EAEMacro oo Alt+5hlﬂ+qu+F8
SveContent Ctries Insert MacroText......................... Alt+Shift+F8
Update Content Cisfs  AcceptAllChangesnStory. . AlesShifteCirte0  NOVMOTTO plerc o
Exit INCOpy . Ctrl+Q AcceptChange. ......................... Shift+Ctrl+O WaP MIACTO XL
Next Change......................... Ctrl+-Page Down : .
Undo ... ... Ctrl+Z Previous Change....................... Ctrl+Page Up Al!gn center . .. Ly Shl.fHCtrHC
Redo.. .. ... ShiftrCtrlez ~ Reject All Changes InStory ... AlteshifteCrrls;  Align Force or FullJustify ... ohiftr CtrlrF
QUL CtrleX  RejectChange ... .. .. ShifteCtrle;  ABIUSHfy ohiftCirl+)
COPY. . Ctrl+C Track Changes in Current Story . Ctrl+y Al!gn L‘?ﬂ ------------------------------- Shl'ﬂJrCtTHl—
Paste CtrleV AlignRight. ... Sh!ft+Ctrl+R
Paste without Formatting................. Shift+CtrlV Actual Size. ... Cun AP BRI ohiftrCurl+B
Select All ..o Ctri+A Collapse All Stories. ................... Alt+Shift+Ctrl+Z ﬁpp{y Ililahc. < .SShh]ZHCC trllJ:(I
Deselect All. ... Shift+Ctri+A Expand All Stories ... ... Alt+Ctrl+Z PP TOMMEL h»l et
Insert Marker Shift+Ctrl+] Evoand/Collanse Storv. Al Enter Autoleading ... Alt+Shift+Ctrl+A
; pan P Y Move Up orDown. ... Nor
GotoMarker ... ... Shift+Ctrl+] Fit Page in Window Ctrls0 porbe
i Move LeftorRight......................... ... <or>
Find/Change. ... Ctrl+F Fit Spread in Window Al CHrl0 gnt.... '
FindNext Alt+Ctri+F TR Move to Next or Previous Cell...... Tab or Shift+Tab
Preferences: General........................ ... Crl+K Gglley VIBW. o GG Select Cells Above or Below ... Shift+< or >
QuickApply CirleEnter Hide Notgs ................................ Alt+Ctri+-F3 Select Cellsto the Left Shift4
CheckSpelling ... ... ... ... Ctrl+] LayOULVIEW Ctri+L Select Cells to the Right. ... Shift+
Show Changes. ... Ctrl+7 Select to beginning of story........ . Shift+Ctrl+Home
Apostophe Crly! Show Rulers .................................... Ctrl+R Selecttoend of story ................. Shift+Ctrl+End
Bulet Character Alt+8 Story View. ... Alt+Ctr+-G
Copyright Symbol ... Alt+G ZOOM N Ctrly= EyedropperTool ... ... |
Discretionary Hyphen ................ ... Shift+Ctrl+- Zoom Out.. Ctrl+- Hand Tool ... ... ... ... . H
Nonbreaking Hyphen. ... ... Alt+Crl+- Note Tool. ... ... .. .. . . . . . N
EmDash. .. ... Alt+Shift+- Drag Mouse to Zoom................... Ctrl4+Spacebar TypeTool. ... T
EnDash ... Alt+- Pantheview..................... ... Spacebar+Drag ZoomTool ... Z
Forced LineBreak ....................... . Shift+Enter Panwhenintext ..................... . Alt Key+Drag
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