
Veryimportantinformation

ShortcutKeysSystem!!

CTRL+A.................SelectAll

CTRL+C.................Copy

CTRL+X.................Cut

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

CTRL+Z.................Undo

CTRL+B.................Bold

CTRL+U.................Underline

CTRL+I.................Italic

F1......................Help

F2.....................Renameselectedobject

F3.....................Findallfiles

F4.....................Opensfilelistdrop-downindialogs

F5.....................Refreshcurrentwindow

F6.....................ShiftsfocusinWindowsExplorer

F10....................Activatesmenubaroptions

ALT+TAB................Cyclesbetweenopenapplications

ALT+F4.................Quitprogram,closecurrentwindow

ALT+F6.................Switchbetweencurrentprogramwindows

ALT+ENTER..............Openspropertiesdialog

ALT+SPACE..............Systemmenuforcurrentwindow

ALT+¢..................opensdrop-downlistsindialogboxes

BACKSPACE.............Switchtoparentfolder

CTRL+ESC..............OpensStartmenu

CTRL+ALT+DEL..........Openstaskmanager,rebootsthecomputer



CTRL+TAB..............Movethroughpropertytabs

CTRL+SHIFT+DRAG.......Createshortcut(alsoright-click,drag)

CTRL+DRAG.............CopyFile

ESC...................Cancellastfunction

SHIFT..................Press/holdSHIFT,insertCD-ROMtobypassauto-play

SHIFT+DRAG............Movefile

SHIFT+F10...............Openscontextmenu(sameasright-click)

SHIFT+DELETE...........Fullwipedelete(bypassesRecycleBin)

ALT+underlinedletter....Opensthecorrespondingmenu

PCKeyboardShortcuts

DocumentCursorControls

HOME..............tobeginningoflineorfarleftoffieldorscreen

END................toendofline,orfarrightoffieldorscreen

CTRL+HOME........tothetop

CTRL+END..........tothebottom

PAGEUP............movesdocumentordialogboxuponepage

PAGEDOWN........movesdocumentordialogdownonepage

ARROWKEYS.......movefocusindocuments,dialogs,etc.

CTRL+>............nextword

CTRL+SHIFT+>......selectsword

WindowsExplorerTreeControl

NumericKeypad*...Expandallundercurrentselection

NumericKeypad+...Expandscurrentselection

NumericKeypad–...Collapsescurrentselection

¦..................Expandcurrentselectionorgotofirstchild

‰..................Collapsecurrentselectionorgotoparent



SpecialCharacters

‘Openingsinglequote...alt0145

’Closingsinglequote....alt0146

“Openingdoublequote...alt0147

“Closingdoublequote....alt0148

–Endash...............alt0150

—Emdash..............alt0151

…Ellipsis................alt0133

•Bullet................alt0149

®RegistrationMark.......alt0174

©Copyright.............alt0169

™Trademark............alt0153

°Degreesymbol.........alt0176

¢Centsign.............alt0162

1⁄4.....................alt0188

1⁄2.....................alt0189

3⁄4.....................alt0190

PCKeyboardShortcuts

Creatinguniqueimagesinauniformworld!Creatinguniqueimagesinauniformworld!

é...............alt0233

É...............alt0201

ñ...............alt0241

÷...............alt0247

Filemenuoptionsincurrentprogram

Alt+EEditoptionsincurrentprogram

F1Universalhelp(forallprograms)



Ctrl+ASelectalltext

Ctrl+XCutselecteditem

Shift+DelCutselecteditem

Ctrl+CCopyselecteditem

Ctrl+InsCopyselecteditem

Ctrl+VPaste

Shift+InsPaste

HomeGotobeginningofcurrentline

Ctrl+HomeGotobeginningofdocument

EndGotoendofcurrentline

Ctrl+EndGotoendofdocument

Shift+HomeHighlightfromcurrentpositiontobeginningofline

Shift+EndHighlightfromcurrentpositiontoendofline

Ctrl+fMoveonewordtotheleftatatime

Ctrl+gMoveonewordtotherightatatime

MICROSOFT®WINDOWS®SHORTCUTKEYS

Alt+TabSwitchbetweenopenapplications

Alt+

Shift+Tab

Switchbackwardsbetweenopen

applications

Alt+Print

Screen

Createscreenshotforcurrentprogram

Ctrl+Alt+DelReboot/Windows®taskmanager

Ctrl+EscBringupstartmenu



Alt+EscSwitchbetweenapplicationsontaskbar

F2Renameselectedicon

F3Startfindfromdesktop

F4Openthedriveselectionwhenbrowsing

F5Refreshcontents

Alt+F4Closecurrentopenprogram

Ctrl+F4Closewindowinprogram

Ctrl+Plus

Key

Automaticallyadjustwidthsofallcolumns

inWindowsExplorer

Alt+EnterOpenpropertieswindowofselectedicon

orprogram

Shift+F10Simulateright-clickonselecteditem

Shift+DelDeleteprograms/filespermanently

HoldingShift

DuringBootup

Bootsafemodeorbypasssystemfiles

HoldingShift

DuringBootup

WhenputtinginanaudioCD,willprevent

CDPlayerfromplaying

WINKEYSHORTCUTS

WINKEY+DBringdesktoptothetopofotherwindows

WINKEY+MMinimizeallwindows

WINKEY+



SHIFT+M

UndotheminimizedonebyWINKEY+M

andWINKEY+D

WINKEY+EOpenMicrosoftExplorer

WINKEY+TabCyclethroughopenprogramsontaskbar

WINKEY+FDisplaytheWindows®Search/Findfeature

WINKEY+

CTRL+F

Displaythesearchforcomputerswindow

WINKEY+F1DisplaytheMicrosoft®Windows®help

WINKEY+ROpentherunwindow

WINKEY+

Pause/Break

Openthesystempropertieswindow

WINKEY+UOpenutilitymanager

WINKEY+LLockthecomputer(WindowsXP®&later)

OUTLOOK®SHORTCUTKEYS

Alt+SSendtheemail

Ctrl+CCopyselectedtext

Ctrl+XCutselectedtext

Ctrl+POpenprintdialogbox

Ctrl+KCompletename/emailtypedinaddressbar

Ctrl+BBoldhighlightedselection

Ctrl+IItalicizehighlightedselection

Ctrl+UUnderlinehighlightedselection

Ctrl+RReplytoanemail



Ctrl+FForwardanemail

Ctrl+NCreateanewemail

Ctrl+Shift+ACreateanewappointmenttoyourcalendar

Ctrl+Shift+OOpentheoutbox

Ctrl+Shift+IOpentheinbox

Ctrl+Shift+KAddanewtask

Ctrl+Shift+CCreateanewcontact

Ctrl+Shift+JCreateanewjournalentry

WORD®SHORTCUTKEYS

Ctrl+ASelectallcontentsofthepage

Ctrl+BBoldhighlightedselection

Ctrl+CCopyselectedtext

Ctrl+XCuCutselectedtext

Ctrl+POpenprintdialogbox

Ctrl+KCompletename/emailtypedinaddressbar

Ctrl+BBoldhighlightedselection

Ctrl+IItalicizehighlightedselection

Ctrl+UUnderlinehighlightedselection

Ctrl+RReplytoanemail

Ctrl+FForwardanemail

Ctrl+NCreateanewemail

Ctrl+Shift+ACreateanewappointmenttoyourcalendar

Ctrl+Shift+OOpentheoutbox

Ctrl+Shift+IOpentheinbox

Ctrl+Shift+KAddanewtask

Ctrl+Shift+CCreateanewcontact



Ctrl+Shift+JCreateanewjournalentry

WORD®SHORTCUTKEYS

Ctrl+ASelectallcontentsofthepage

Ctrl+BBoldhighlightedselection

Ctrl+CCopyselectedtext

Ctrl+XCutselectedtext

Ctrl+NOpennew/blankdocument

Ctrl+OOpenoptions

Ctrl+POpentheprintwindow

Ctrl+FOpenfindbox

Ctrl+IItalicizehighlightedselection

Ctrl+KInsertlink

Ctrl+UUnderlinehighlightedselection

Ctrl+VPaste

Ctrl+YRedothelastactionperformed

Ctrl+ZUndolastaction

Ctrl+GFindandreplaceoptions

Ctrl+HFindandreplaceoptions

Ctrl+JJustifyparagraphalignment

Ctrl+LAlignselectedtextorlinetotheleft

Ctrl+QAlignselectedparagraphtotheleft

Ctrl+EAlignselected


