
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ConceptDraw Office 

Keyboard Shortcuts and Mouse 
Actions 

For Mac OS X® 

ConceptDraw PRO
 
ConceptDraw MINDMAP
 
ConceptDraw PROJECT
  



 

ConceptDraw MINDMAP    
 

Keyboard Shortcuts for Mac OS X       www.conceptdraw.com 
 

Keyboard Operation 
OFFICE TOOLS 
Cmd  + J Create Project 
Cmd  + Shift + J Create Project (Page) 

DOCUMENTS AND WINDOWS 
Cmd + N Create a New Document 
Cmd + O Open a Document 
Cmd + S Save the active document 
Cmd + Shift + S Save the active document under 

a new filename 
Cmd + Opt + S Save the document as Template 
Cmd + P Print the active map  
Cmd + Shift + P Page Setup 
Cmd + F3 Print the active document outline 

view  
Cmd + " : " Spelling 
Cmd + 0 Show fit map 
Cmd + Shift + I Show / Hide Inspector 
Cmd + Shift + T Show / Hide Tools 
Cmd + Opt + T Show / Hide Toolbar 
Cmd + M Minimize window 
Cmd + W Close the active window  
Cmd + H Hide ConceptDraw MINDMAP 
Cmd + Q Quit ConceptDraw MINDMAP 

TOPICS 
Enter Add a topic of the same level as 

the selected one 
Cmd + Enter 
Shift + Double-click 

Add a subtopic to the selected 
topic 

Cmd + Shift + A Apply changes to current level of 
topics 

Cmd + Opt + Enter Show / Hide Subtopics 
Cmd + Right Indent topic (one level deeper) 
Cmd + Left Outdent item (one level closer to 

the root) 
Cmd + Down Move item to the next position  

(one line down) 
Cmd + Up Move item to the previous 

position (one line up) 
Del / Delete Delete the selected topic(s) 
Arrows Select the next topic 
Cmd + Double-click  Add floating topic 
Double-click Add a new topic to the main idea  

(if no topic is selected) 
Cmd + Shift + E Create / Edit hyperlink 
Shift + Enter Start a new text line in the text 

editing mode 
Cmd + Enter Quit editing mode and insert 

subtopic 
Keyboard Operation 
DOCUMENT VIEW 
Shift + F3 Outline and map views 
Cmd + " > " 
Click in Zoom Box mode 

Zoom In 

Cmd + " < " 
Click + Opt in Zoom Box 
mode 

Zoom Out 

Cmd + Opt + Z Select zoom box tool 
Shift + mouse wheel  Horizontal scroll 
PgUp Scroll one window space up  
PgDn Scroll one window space down  
F3 Map view only / Outline view only 
F4 Show Clipart Window 
F5 Add / Edit note 
F6 Show / Hide Page Navigator  

BRAINSTORMING 
Return Add a topic on the same level  
Shift + Return Add a subtopic (child) 
Cmd + W Quit Brainstorming session 
TEXT FORMATTING 
Cmd + T Format Text 
Cmd + B  Bold 
Cmd + I  Italic 
Cmd + U  Underline 
Cmd + " { " Align on the left 
Cmd + " | " Align in the center  
Cmd + " } " Align on the right 
Cmd + " + "  Increase font 
Cmd + " - "  Decrease font 

TOOLS 
Cmd + 1 
Esc 

Activate Select tool 

Cmd + 2  Activate Rectangle tool 
Cmd + 3  Activate Ellipse tool 
Cmd + 4  Activate Line tool 
Cmd + 5  Activate Spline tool 
F2 Activate Text Editing mode 
Space + moving mouse Activate Scroll Hand tool  
Shift in drawing Constrained drawing mode  

(circle, square, etc.) 
Cmd + Opt + " [ " Send to Back 
Cmd + Opt + " ] " Bring to Front 
Cmd + " [ " Send Backward  
Cmd + " ] " Bring Forward  
Resize with Shift  Toggle between proportional and 

nonsymmetrical resizing 
Keyboard Operation 
EDITING 
Cmd + Z Undo the last operation 
Cmd + Shift + Z Redo what was reversed by Undo 
Cmd + X Cut the selection to the Clipboard 
Cmd + C Copy the selection to the 

Clipboard 
Cmd + V Paste the content from the 

Clipboard 
Del / Delete Delete the selected object(s) 
Cmd + F Search/Replace Text 
Opt for dragging Duplicate the selected object(s) 
Esc when rotating, 
resizing or dragging an 
object 

Cancel the operation 

Select with Shift Allows to select several objects  
Cmd + A Select all the objects on page 
Tab Select the next object according 

to the order in which they were 
created 

Cmd + Opt + A Deselect all 
Shift + Tab Select the previous object 

according to the order in which 
they were created 

APPLICATION 
Cmd + " ? " Call Help System 
Cmd + " , " Preferences (Application 

Settings) 

 



 

ConceptDraw PROJECT   
 

Keyboard Shortcuts for Mac OS X       www.conceptdraw.com 
 

Keyboard Operation 
OFFICE TOOLS 
Cmd  + Shift + B Create WBS 
Cmd  + Shift + M Create Mind Map 
Cmd  + Shift + T Send ToDo Map 
Cmd  + Shift + R Send Report Map 

DOCUMENTS AND WINDOWS 
Cmd + N Create a New Document 
Cmd + O Open a Document 
Cmd + S Save the active document 
Cmd + Shift +S Save the active document under a new 

filename 
Cmd + P Print the active document 
Cmd + Shift + P Page Setup 
PgUp Scroll one window space up in Print 

Preview 
PgDn Scroll one window space down in Print 

Preview 
Cmd + W Close active document  
Esc  Close Dialog  

PRESENTATION 
Ctrl + Cmd + P Capture Slide 
Option + Cmd + S Save All Slides 

APPLICATION 
Cmd + H     Hide ConceptDraw PROJECT 
Cmd + Opt + H Hide other applications 
Cmd + Q Quit ConceptDraw PROJECT 
Cmd + “,” Preferences (Application Settings) 

 

Keyboard Operation 
TASKS 
Cmd + Return Insert new task 
Shift + Return Add new subtask 
Option + Return Add task to end 
Del Delete  selected task(s) 
Cmd + Shift + H Hide subtasks 
Cmd + Option + M Mark task as  milestone 
Cmd + Option + B Create deadline for a task 
Cmd + Right Indent task 
Cmd + Left Outdent task 
Cmd + Down Move item to the next position (one line 

down) 
Cmd + Up Move item to the previous position (one 

line up) 
Cmd + L Link selected Tasks 
Cmd + Shift + L Unlink selected Tasks 
Cmd + I Call Task Information dialog 
Cmd + K Call Task Information dialog on tab 

Notes 
Cmd + Shift + A Call Task Information dialog on tab 

Resources 
Cmd + G Go to Selected Task 
Return The functional key of Outline view is 

used for fast adding of new entities 
PROJECT(S) 
Cmd +Shift + N New project  
Cmd + Option + P Insert project to project 
Del 
Cmd + Option + 
Delete 

Delete project 

Return Add resource to project(s) 
Del Delete resource 

 

Keyboard Operation 
VIEW 
Cmd + Option + J Move to Projects view 
Cmd + Option + G Move to Gantt Chart view 
Cmd + Option + R Move to Resource Sheet view 
Cmd + Option + N Move to Network Diagram 
Cmd + Option + U Move to Resource Usage Diagram 
Cmd + R Call Reports dialog 
Shift + mouse 
wheel  

Horizontal scroll 

EDITING  
Cmd + Z Undo the last operation 
Cmd + Shift + Z Redo what was reversed by Undo 
Cmd + X Cut the selection to the Document 
Cmd + C Copy the selection to the Document 
Cmd + V Paste the content from the Document 

SELECTING 
Select with Cmd Allows to select several tasks  
Select with  Shift Allows to select several tasks  

(from the first to the second) 
Cmd + A Select all the tasks on document 

 


