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Key (ESC) (F1-F12) Key Editing Keys

-----
T B e NEENEREE,

-~
T
2
~-
.
-
)
-
o
-

ARNR AR AARAALLLAS

ALT Key
Directional Keys
Windows Key
Numeric Keypad
CTRL Key

MS Word Keyboard -az =516 aa2iws

ISR (ace T Fice s |

1. Ctrl + A = Breerg o (All Select)

2. Ctrl + B = 635 @1 (Bold)

3. Ctrl + C = == fog 3 w11 (Copy)

4. Ctrl + D = o5 ARRSR T 39 g S

5. Ctrl + E = 511 =130 4

6. Ctrl + F = 3 #i=t ¢t 31 effsg=iw w311 (Find World)

7.Ctrl + G = (ot p ¥ |



8. Ctrl + H = faczst 331 (Replace)

9. Ctrl + | = 6315 35ife (Italic)

10. Ctrl + J = Go5 wifowizw wanz=ers w101 (Justify)

11. Ctrl + K = 2137feress ¢o11 w411 (Hyperlink)

12. Ctrl + L = 5316 c=reb @aniz=eers #4111 (Left Align)

13. Ctrl + M = 35ceb (i w114, Ctrl + N = 999 15 wgews s =51 (New File)
15. Ctrl + O = 7t tof w41 (*1 F12e1 (49 &=y (File Open)

16. Ctrl + P = &S f2751 (Print)

17. Ctrl + Q = *yRiaEs M =R F99 &y

18. Ctrl + R = GHbce 135 weriz=cws w411 (Right Align)

19. Ctrl + S = =131 ¢57@| (Save)

20. Ctrl + T = 3006 s 319 &

21. Ctrl + U = &35 sisimenizsi(Underline)

22. Ctrl + V = (GHb (7% <919 wyI(Paste)

23. Ctrl + W = w13=1 33 339 &=j/ (Close File)

24. Ctrl + X = SCr6 (2t 5g 316 w3 w71 (Cut)
25. Ctrl + Y = &% 33 =11 (Redo)

26. Ctrl + Z = g 11 #jtd9 o=y fefaey sen (Undo

27. 3%bi7 Restart #2ce Ctrl+Alt+Delete

FTEI F1- (067 Sotad s Tt Key F1 3t F12 abaetes swgspf a2



F1: e 5 Bremes qfee 201 349 F1 & 519 33 ©29 20e5 (AIAitTes (25 (2139 5T S|

F2 : Ref® (SICT 13T A (e Rename #9 &=y 721 231 Alt+Ctrl+F2 (5t si3tehres S S+
TS (e IR | Ctrl+F2 (50 SMECEFhres eies 266 f2feT craf 23l

o e

F3 : & b9CeT NECFPRFG SIS S (AN b =i bie] 22IShift+F3 (50 M3cePres S0sa (e
T FCOF (AF (RID 2CSF I AT (3 22 IFFq I 2000 I M weF opifn Fer 41 27|

F4 : (otst M3ce et @3mees last action performed Repeat =t 31 Alt+F4 (vest i@ o< calias <= w1
231 Ctrl+F4 ¢vee ey o) S2ce! = 341 2

F5 : (507 MFFS ©30SIE, HRAb JIoed 39jin Refresh 31 Zsiie T 2o F13T (X AFE 31 23|

932 WecePies 8ACEE find, replace, go to $3rsT (4 23|

F6 : (b0 MSOR FPEE THREAS ISR SR W e 231 Ctrl+Shift+F6 (5t NigtFres e
CHUACE (R S GHCRHH AFy waif 23

F7 : (50 3CEPRED SACE (o741 I @ &N B9 41 23 @92 et TR Creat browsing v F41 23
Shift+F7 505 M3@FPIHG @G (@il FRIbS e effosw, koo ==, =11 437 295 SR S bie]
341 27|

F8 : & & wrsiitabe Beobs vie] 2@ 3 e acel| e 3csie Safe Mode-a 5 F319 &=y @3 & 6
Bleie 23|

F9 : & ¢vtef Quark 5.0 93 CIERTHS pediF @To 41 271

F10 ;= (50 THRE0 IO Il (FICAT (AT SIS R R 31 20iShift+F10 ot (ican i cevat 4t
foress 41 =fRe @R W (A0 O B0 [ a9 Fier a1 2|

F11 : (50 SORCN0 JISSICER Fol- 2 (NG S-SF 4T 27|

F12 : (507 M3C&EFHes @CET Save as ©3ce! 8o 4 271 Shift+F12 (5o NE@ et 86 TFias (TS
41 27|

Important Shortcut Keys for Computer-

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



CTRL+X. ..ot Cut

CTRL+V.... ...t Paste

CTRL+Z. ... Undo

CTRL+B. ... Bold

CTRL+U. ...t Underline

CTRL+l ..ot Italic

F1o Help

F2 . Rename selected object

F3 Find all files

F4 .. Opens file list drop-down in dialogs

FS Refresh current window

FE .o Shifts focus in Windows Explorer

F10 .. o Activates menu bar options
ALT+TAB................ Cycles between open applications
ALT+F4 .. .. oo Quit program, close current window
ALT+F6 ... ..o Switch between current program windows
ALT+ENTER.............. Opens properties dialog

ALT+SPACE .............. System menu for current window
ALT+¢ ... opens drop-down lists in dialog boxes
BACKSPACE ............. Switch to parent folder

CTRL+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)
CTRL+DRAG............. Copy File

ESC...o Cancel last function

SHIFT ... 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
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+ > ... ... 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 e Expand current selection or go to first child
%0 et 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
—Emdash.............. alt 0151
.. Ellipsis................ alt 0133
sBullet................ alt 0149
® Registration Mark .. ..... alt 0174
© Copyright . ............ alt 0169
™ Trademark ............ alt 0153
° Degree symbol......... alt 0176
¢ Centsign............. alt 0162
V4. o alt 0188
V2. oo alt 0189

K alt 0190



PC Keyboard Shortcuts

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

é. alt 0233
Eo alt 0201
Ao alt 0241
e alt 0247

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

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
F2 Rename selected icon

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

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 + | 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 + | 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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>> F1: >m2rm (Help).

P

>> F2: fJifoe w3 sy sl

>> F3: w13 c4fer|

>> F4: O (ST (FTIE F135 J© 41|

>> F5: 96317 S3re! [ <l

>> F7: @38/ W3 SHers =ifere Tigemr 8o Far> > F10: (3 37 5 41
>> CTRL+C: M|

>> CTRL+X: G|

>> CTRL+V: o35

>> CTRL+Z: wiwy|

>> CTRL+B: g (a1 341

>> CTRL+U: w1 SiIef =13 |

>> CTRL+I: o9 30ifere i

>> CTRL+K: 2i2=fers wrzee etaw 293> > CTRL+ESC: Start menu 5|
>> CTRL+ Home:; B35 @3 wwre 1eal>> CTRL+ End: SPCrs @3 (*itT Trewr|
>> CTRL+SHIFT+ESC: 5% siicyens |

>> CTRL+TAB: (I (AT @ T30Sl (AT o) ©3coice 8> > CTRL+F4: @3ifds TFCah 35[0
T (FICAT CAlers & w4 |

>> CTRL+A: (FIBIt3d ARaE! S350 Hdiv- 41l

>> SHIFT+ DELETE: >®pif w13+ fefes i



>> SHIFT+ right click: sfefie 6315 12 ¢l

>> SHIFT+ double click: =g fot swrs|

>> SHIFT+F10: it S3GeR o=y *610 |

>> SHIFT: SO 7 F4909 @b (50t 40 13T

>> SHIFT+ Windows Logo + M: fif<size siwg =il

>> Home: 389 i3t WFCo qeqi> > End: I8 a3 o1ew T |
>> ALT+ F4: catiam <& <

>> ALT+TAB : Sy (<FICT bIe] 41 CRIAIC RISRT (GRaTe celiam crats ALT 5tot 423 TAB o) |> > ALT+
SPACE: (w35 S3rel'q Pobw 3 (a4t

>> Windows Logo +L: $/™fEbr =i w4

>> Windows Logo+ M: 3R cafiai fifieize i
>> Windows Logo+F: Files =i Folders cxrei|
>> Windows Logo+V: f#car v sl

>> Windows Logo+K: Keyboard Properties T <31 v] <11> > Windows Logo+1: Mouse
Properties Traiest <37 bis] 4 |

>> BACKPACE: R8T (Froica q1ed, (TOREb ISR (Fia 739 (3%

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 + | - 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
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

Ctrl + Shift + ~ - General Formal



