TS T FTHR T WS GF At QT YT I A Dot | SN &S
T IFITH HNre 8 TIAIte ARET G2 T AT AFIFoATS-

Ctrl + A TR 79 oy BT 41 (All Select)

Ctrl + B F1t-18 F41 (GHH(T (AT A (Bold)

Ctrl + C Pt <1 @ @Il 57 %1 41 (Copy)

Ctrl + D ¥ RS CRE" IF g F41 (Open Font preferences panel)
Ctrl + E P13 a1 G 9P I @S (Center alignment)

Ctrl + F (RGN *I% ¢S (Find Word)

ctrl + G {92 "1‘51?'1 IR & GJI2© 2 (Go to Command)

Ctrl + H 2™ ©RE_S (39 41 (Replace)

Ctrl + 1 P1e13 21 G 2oifers /A1 41 (talic)

Ctrl + J (56 QFTHIZC ARG A1 (Justify)

Ctrl + K Q25{Rfe1eF toal ¥4 (Hyperlink)

Ctrl + L (BB (310 eN3Cs Al (Left align)

Ctrl + M (GG ©IF Mt (993 (Indent the paragraph to right)

Ctrl + N g GG FHi2e (el (New File)

Ctrl + O %AT®q A FT® FA! F2A (A (File Open)

Ctrl + P GG &5 41 (Print)

Ctrl + Q *PRAATHFT A =i FAF & (Remove paragraph formatting)
Ctrl + R G *PI/GH IHI ©iF s TS (Right align)

Ctrl + S Tge/7ATed TIZe (T© T4 (Save)

Ctrl + T TS e T &/ fcerq fasiy A2 (A WWE B g 7 (Create a
hanging indent)

Ctrl + U (503 6 @@ietas 41 (Underline)

Ctrl + V % 391 @ IC 67 (718 A1 (Paste)

Ctrl + W T13e1 9% 419 & (Close File)

Ctrl + X GPCIB (AF fFg F16 FA9 & (Cut)

Ctrl + Y % ¥ &0 (Redo)

Ctrl + Z *d9 @=3R @ @4 (Undo

YV VV VYV V VYV VY YV VY YV VY Y VYV VYV

YV V. V V V V

A\

F1 Key ARG5S & RT3 I9%e 271 I3 F1 & BI9 20 O &5 (2AlAtRe @5 (713 5
T (Help)

Ctrl + F1 Key SIB(HE0 STTET Ribbon (797) W46 hide 8 unhide I

shift + F1 Key (BB F16 2w F¢q

(Review text formatting)

F2 Key f4io® File -9 9N f&12t A1 #if§99 (Rename)

Ctrl + F2 Key f&it54 @ltel@ 9% ew*q S (Print preview page)
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Shift + F3 Key (PICT (BTHCE IC BTOF IFF 8 (Y0 0 THH 240 ¢ (Uppercase &
Lowercase)

F4 Key W@ GATEH last action performed repeat 1 I (Perform last action)

Ctrl + F4 Key %275 9% 2@ T (Close File)

F5 Key Find, Replace, Go to T3 (A =W

Ctrl + F6 GIIEs FIZA (A APCT e TR e T

F7 Key I € [IFAATS (FH'8 Bel ARRCA L WA (Spell Checker)

Shift + F7 Key (@It fdifos *itae aifex, fqoidie =, *It3@ 4@« 3oiv e =iy o] 541
27 (Thesaurus)

F8 Key 51018 a1 wew 3ffS S (Extend current selection)

shift + F8 Key FTts13 S @e*l S (Shrink current selection)

F9 Key TG0 A1 SCA (Refresh)

Ctrl + F9 Key Field characters insert S99 &« { } Q6

F10 Key Key Tips W S (Show Key Tips)

shift + F10 Key WerTe 9126 {Fed 918 I

Ctrl + F12 Key Save as -49 Fl& (I

Ctrl + Shift + C GTICS AW (FICA AT TG G2 PN AT O G1R TGO FA

Ctrl + Shift + D 718 1 &2 ft6 Double underline <=1

Ctrl + Shift + H Text formatting I/ hide =1

Ctrl + Shift + K PTCs13 S (F1X19 < 9% Capital letter S

Ctrl + Shift + V % S FAWGE 5 FAI

Ctrl + Shift + W (FTRITS (FICAT space €1 (0 underline ¥t

Page Up ©td &= 341 (Scroll up)

Ctrl + Page Up ST 72 el

Page Down 76 &1 1 (Scroll down)

Ctrl + Page Down 34 =PI e

Ctrl + Home ! FIRAIRE T A0 e A1

Ctrl + End ! SIS T 103 foea I/

Ctrl + Backspace IS (AT GG * fCf1d

Ctrl + Delete M (AT @FfB *I fEfers

Ctrl + Right Arrow Key i€ *[toq ¥RCo S

Ctrl + Left Arrow Key @IICaS ¥t AT AN

Ctrl + Up Arrow Key #13 (e A Al

Ctrl + Down Arrow Key & (&CFS (*I(F Al

Ctrl + Equal Symbol &) f7ts13 <41 (BTH Subscript I3 41
Ctrl + Shift + Equal Symbol &) F7ts13 41 (BTH Superscript I T4
shift + Ctrl + End ¥4 (ACF THCHI *F R (GG Hees I
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Important Shortcut Keys for Computer-

» CTRL+A. . . ........ ... ... Select All

» CIRL+C. . .. ... oo i Copy

» CIRL+X. .. oo i i e Cut

» CTRL+V. . ..., Paste

» CTRL+Z. . ..o Undo

» CIRL#B. . ...t Bold

» CTRL+U. . .........ov... Underline

» CTRL+L . ..., Italic

> Fl. . Help

P P2 Rename selected object

) < T Find all files

> F4 ... Opens file list drop-down in dialogs

> F5 Refresh current window

P F6 . Shifts focus in Windows Explorer

» F10. ... ..o Activates menu bar options

» ALT+TAB . ... .....cvun... Cycles between open applications

» ALT+F4 ... ... .. ......... Quit program, close current window

P ALT+F6 . oot i Switch between current program windows
» ALT+ENTER.............. Opens properties dialog

» ALT+SPACE . ............. System menu for current window

> OALT+C . .o opens drop-down lists in dialog boxes

» BACKSPACE ............. Switch to parent folder

» CIRL+ESC . ............. Opens Start menu

» CTRL+ALT+DEL .......... Opens task manager, reboots the computer
» CTRL#TAB ... ........... Move through property tabs

» CTRL+SHIFT+DRAG . ... ... Create shortcut (also right-click, drag)

» CIRL+DRAG . ............ Copy File

> ESC.vvii Cancel last function

» SHIFT . .....oovveennn.. Press/hold SHIFT, insert CD-ROM to bypass auto-play
» SHIFT+DRAG . ........... Move file

> SHIFT+F10............... Opens context menu (same as right-click)
» SHIFT+DELETE ........... Full wipe delete (bypasses Recycle Bin)

» ALT+underlined letter . . . . Opens the corresponding menu

> PC Keyboard Shortcuts

» Document Cursor Controls

» HOME .............. to beginning of line or far left of field or screen
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END................ to end of line, or far right of field or screen
CTRL+HOME . . ... ... to the top

CTRL+END . ......... to the bottom

PAGEUP ............ moves document or dialog box up one page
PAGEDOWN ........ moves document or dialog down one page
ARROW KEYS . ...... move focus in documents, dialogs, etc.

CTRL* > . ... vnnn next word

CTRL+SHIFT+ > selects word

Windows Explorer Tree Control

Numeric Keypad * . . . Expand all under current selection
Numeric Keypad + . . . Expands current selection
Numeric Keypad - . . . Collapses current selection
e Expand current selection or go to first child

Collapse current selection or go to parent

Special Characters

‘ Opening single quote . . . alt 0145
’ Closing single quote . .. . alt 0146
“ Opening double quote . . . alt 0147
“ Closing double quote. . . . alt 0148
- Endash............... alt 0150
o WAL ILCIICT alt 0151
o Ellipsis. ..o 0oL alt 0133
e Bullet................ alt 0149

® Registration Mark . ... ... alt 0174
© Copyright . . ........... alt 0169

" Trademark ............ alt 0153
° Degree symbol. . ....... alt 0176
¢Centsign............. alt 0162
VA . ooo alt 0188
V2 . alt 0189
7 alt 0190

BB AT 8 BiFite BTt Key Command 2R I&



PC Keyboard Shortcuts

Creating unique images in a uniform world! Creating unique images in a uniform

world!
> b alt 0233
> B alt 0201
) + LU alt 0241

Y
I
)
o
=
o
)
o~
~

File menu options in current program

Alt + E Edit options in current program

F1 Universal help (for all programs)

Ctrl + A Select all text

Ctrl + X Cut selected item

Shift + Del Cut selected item

Ctrl + C Copy selected item

Ctrl + Ins Copy selected item

Ctrl + V Paste

Shift + Ins Paste

Home Go to beginning of current line

Ctrl + Home Go to beginning of document
End Go to end of current line

Ctrl + End Go to end of document

shift + Home Highlight from current position to beginning of line
shift + End Highlight from current position to end of line
Ctrl + f Move one word to the left at a time
Ctrl + g Move one word to the right at a time
MICROSOFT® WINDOWS® SHORTCUT KEYS
Alt + Tab Switch between open applications
Alt + Shift + Tab

YVV VV VYV YV V VY VY VYV VYV VY VYV VYV VYV

Switch backwards between open applications
> Alt + Print

Screen Create screen shot for current program
Ctrl + Alt + Del Reboot/Windows® task manager
Ctrl + Esc Bring up start menu

Alt + Esc Switch between applications on taskbar

YV V V V

F2 Rename selected icon
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F3 Start find from desktop

F4 Open the drive selection when browsing
F5 Refresh contents

Alt + F4 Close current open program

Ctrl + F4 Close window in program

Ctrl + Plus

Key Automatically adjust widths of all columns in Windows Explorer
Alt + Enter Open properties window of selected icon or program
Shift + F10 Simulate right-click on selected item
Shift + Del Delete programs/files permanently
Holding Shift
During Bootup
Boot safe mode or bypass system files
Holding Shift
During Bootup
When putting in an audio CD, will prevent
CD Player from playing
WINKEY SHORTCUTS
WINKEY + D Bring desktop to the top of other windows
WINKEY + M Minimize all windows
WINKEY + SHIFT + M
Undo the minimize done by WINKEY + M
and WINKEY + D
WINKEY + E Open Microsoft Explorer
WINKEY + Tab Cycle through open programs on taskbar
WINKEY + F Display the Windows® Search/Find feature
WINKEY + CTRL + F
Display the search for computers window
WINKEY + F1 Display the Microsoft® Windows® help
WINKEY + R Open the run window
WINKEY + Pause /Break
Open the system properties window
WINKEY + U Open utility manager
WINKEY + L Lock the computer (Windows XP® & later)
OUTLOOK® SHORTCUT KEYS
Alt + S Send the email
Ctrl + C Copy selected text
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Ctrl + X Cut selected text

Ctrl + P Open print dialog box

Ctrl + K Complete name/email typed in address bar
Ctrl + B Bold highlighted selection

Ctrl + I Italicize highlighted selection

Ctrl + U Underline highlighted selection

Ctrl + R Reply to an email

Ctrl + F Forward an email

Ctrl + N Create a new email

Ctrl + Shift + A Create a new appointment to your calendar
Ctrl + Shift + O Open the outbox

Ctrl + Shift + I Open the inbox

Ctrl + shift + K Add a new task

Ctrl + Shift + C Create a new contact

Ctrl + Shift+ J Create a new journal entry

WORD® SHORTCUT KEYS
Ctrl + A Select all contents of the page
Ctrl + B Bold highlighted selection
Ctrl + C Copy selected text
Ctrl + X Cut selected text
Ctrl + N Open new/blank document
Ctrl + O Open options
Ctrl + P Open the print window
Ctrl + F Open find box
Ctrl + I Italicize highlighted selection
Ctrl + K Insert link
Ctrl + U Underline highlighted selection
Ctrl + V Paste
Ctrl + Y Redo the last action performed
Ctrl + Z Undo last action
Ctrl + G Find and replace options
Ctrl + H Find and replace options
Ctrl + J Justify paragraph alignment
Ctrl + L Align selected text or line to the left
Ctrl + Q Align selected paragraph to the left
Ctrl + E Align selected
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[ s ]
¢ J

g T2roie fFERIC 510 A AT Tl wHIE

el WACABR BN @ el 7 (2IATNE w© I& FAIF & [FRIC *GHIB (A3l ACF | FbAbA JIRAF I
Mq &b BT =GH0 Mo A 1 68 Fitew Jfdied maidl 6y BRI =506 J1Z I A Gk
EROIR AR TR IR | O 2 (TS WA T T8 &Fe7d I G20 [FIC #5HI6 8 (GTSTE
IS SR, T A2FE FCOIE FIEE e Ae @ AT M |

> Ctrl+Z
TIEE FEATHIE I FAIT N 20T O I (e Fize fTlis o fondees e sifo o,
SIRCE AN AN Ctrl G2 Z A5 AFc@ B9 A 1 GT® WHAIF (72 (' IS F2e Ao Fie el
PTCR | NRIFEAFEO S, FIeeH 72 @l (2Nafed e (A IR g @111 v
27) @3 #5060 e FC 1 @b TeTe T T FGBE Aqg I @ | Ctrl+Z @ F& I,
GIOTE TG FACo Ctrl+Y B2l Mte == |

> Ctrl+w
Q3 FCIC >G04 o] AP TICT 7 I@ MCI | A I (@I AT TFECE Fe FA0S
P, SR Ctrl+W 519 TteT AT S2[9 THEro (13 FA0e F600d 9k OiF~9 «ff @e a1
R [

> Alt+F4
«fS 51 AT Wiol TF FE@ @ | Alt+F4 *FFO0 @fFe TIEEe @ 0@ ¢F 1 @ @™ =R,
qioif T (@F6CeR e TR fFF @ Alt+F4 Biof (q1 oiee @fb 41 I3, &1, 23a=es, [7on
APS T W= (MRS |

> Ctrl+A
5T TIET, @2 WoHBH UfFS TITITS AF FAF6 FABD T8 I | OFAT WA Ctrl+s Biof
@ G129, Ctrl+C Biof M@ S Ctrl+X 5% e 16 @32 Ctrl+v Biof T o=y T3csits e (ohs
FACS AN |

> Win+D
TICTIG 6 Q2 D GICE (2 A0 FANT ST AT A ©3ce! WTwzs a1 23T 2@ i
(TFG B QPTE | AT Win+D B7 el eiesqia 23T 4t TR0 Sk 5 ST |

> Alt+Tab
Q3 >0 (2T FACE [ A2AEF 7 bl AP o (2SS @2 @1 G (AT TS (&I
G5! T 5 T GIBITS FIS FACS ATEN | Win+Tab *BFI6€ 2T OF3 FI& ICF, ©F QT
IET viot M (zre WeTe fafseut @ am

> F2
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@I T3S ql (FITET 877 O f$F FF ©F97 F2 64 517 Uea @ F1za A (FTFF N
ARTST FAF G2 QA |

F5
TTHRCID JIOT FAF T G (7 ™! A 7% T FACS B2 F5 b7t e o

Win+L
«ft Ao FifTa few a1 @ ¢ | e 95 9919 392 F90S IR AMSTT GBI I AT
A 00 203 1 2IPTSAT Ao (ACF ! A AP ¥ A2A-39 A6 6 07 QB s 2

Win+PrtScn
Q2 *GF6 Ao R @ G fEait [ &1 gizred Rent @R 3 s I (139
I AINE | 7 fFoance 2R AFE, T (13T (AN ST IR (P FE Qfes FI0S AE |

Ctrl+Alt+Del
oI5 2y 4T G2 AT BB (Br TS BIF IS (LA Ble] S QA AT | T
(ATT Y T Wiol T T AR 1 GRC! HifS 7F FA0, 77 T4 [ ABAACT GRS S| A |

FHATH Keyboard € #5610

F1: SR (Help).

F2: fifo® w8e1 Reags <4

F3: T3 (e |

F4: O (PICA! (FIOICE I3 YO 41 |
F5: IO Sacl e 1|

F7: GG/ QT THCNB T TRES €T T4 |
F10: (1 <MK BIe] ¢

CTRL+C: ¥

CTRL+X: 10 |

CTRL+V: (%5 |

CTRL+Z: S |

CTRL+B: g (T F41 |

CTRL+U: 71 A[GIF 12 41 |

CTRL+I: OF%d 35ifeTs 41 |

CTRL+K: 22Af1eF BrRIEs! Stoe 2et |
CTRL+ESC: Start menu BIe] |

CTRL+ Home: GFCID AT SFCS AT |
CTRL+ End: TFCIT @ (AT e |
CTRL+SHIFT+ESC: BT% SIS |
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CTRL+TAB: (FIC! (2N IF TICO! (AT T+ TS e |
CTRL+F4: GFI4F THAB VAN A2 (I (AT IF T4 |
CTRL+A: (PIBICA ST RGN foioet il

SHIFT+ DELETE: A(d T2+ fofeis i

SHIFT+ right click: gfefae =636 72 g

SHIFT+ double click: ey o=t w3 |

SHIFT+F10: f<ifo® 2 &) =515 (7 |

SHIFT: SICGIAM 9% 0o «fb (50 40F A |

SHIFT+ Windows Logo + M: ff«[a2& @vg %1 |

Home: IS B FCo IS |

End: TSI ARCTR (4G e

ALT+ F4: (LI 3% 41|

ALT+TAB : «j (FICI Ble] ST (AT IS (AT (A& (MATS ALT (BT 4T TAB BI9) |
ALT+ SPACE: (W2 Cre'q MOBN e (7l

Windows Logo +L: BEGE o1 el |

Windows Logo+ M: 39 ¢&las ffesigs w1

Windows Logo+F: Files @2l Folders ¢Ie |

Windows Logo+V: f&FtI¢ bie] i |

Windows Logo+K: Keyboard Properties ©RIIF% I Ble] <4l |
Windows Logo+l: Mouse Properties R I Ble] <A |
BACKPACE: 739! (I NG, (TBEEH TR (g &9 (2
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Save Your time with Short Cut
Ctrl + A - Select All
Ctrl + B - Bold
Ctrl + C - Copy
Ctrl + D - Fill
Ctrl + F - Find
Ctrl + G - Find next instance of text
Ctrl + H - Replace
Ctrl + I - Italic
Ctrl + K - Insert a hyperlink
Ctrl + N - New workbook
Ctrl + O - Open
Ctrl + P - Print
Ctrl + R - Nothing right
Ctrl + S - Save
Ctrl + U - Underlined
Ctrl + V - Paste
Ctrl W - Close
Ctrl + X - Cut
Ctrl + Y - Repeat
Ctrl + Z - Cancel
F1 - Help
F2 - Edition
F3 - Paste the name
F4 - Repeat the last action
F4 - When entering a formula, switch between absolute / relative references
F5 - Goto
F6 - Next Pane
F7 - Spell Check
F8 - Extension of the mode
F9 - Recalculate all workbooks
F10 - Activate Menubar
F11 - New graph
F12 - Save As
Ctrl +: - Insert the current time
Ctrl +; - Insert the current date
Ctrl + "- Copy the value of the cell above
Ctrl + '- Copy the formula from the cell above
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Shift - Offset Adjustment for Additional Functions in the Excel Menu
Shift + F1 - What is it?

Shift + F2 - Edit cell comment

Shift + F3 - Paste the function into the formula
Shift + F4 - Search Next

Shift + F5 - Find

Shift + F6 - Previous Panel

Shift + F8 - Add to the selection

Shift + F9 - Calculate the active worksheet
Shift + F10 - Popup menu display

Shift + F11 - New spreadsheet

Shift + F12 - Save

Ctrl + F3 - Set name

Ctrl + F4 - Close

Ctrl + F5 - XL, size of the restore window

Ctrl + F6 - Next Workbook Window

Shift + Ctrl + F6 - Previous Workbook Window
Ctrl + F7 - Move window

Ctrl + F8 - Resize Window

Ctrl + F9 - Minimize the workbook

Ctrl + F10 - Maximize or Restore Window

Ctrl + F11 - Inset 4.0 Macro sheet

Ctrl + F1 - Open File

Alt + F1 - Insert a graph

Alt + F2 - Save As

Alt + F4 - Output

Alt + F8 - Macro dialog

Alt + F11 - Visual Basic Editor

Ctrl + Shift + F3 - Create a name using the names of row and column labels
Ctrl + Shift + F6 - Previous Window

Ctrl + Shift + F12 - Printing

Alt + Shift + F1 - New spreadsheet

Alt + Shift + F2 - Save

Alt + = - AutoSum

Ctrl + *- Toggle value / display of the formula
Ctrl + Shift + A - Insert the argument names in the formula
Alt + down arrow - automatic view list

Alt + '- Format Style Dialog
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