Bar{ haris, lnc.*

UHICHbtudy ‘ :
() computen
BASIC SHORTCUT KEYS
Al +F File meru agbans in current program
Alt+ E Edit cotions in curnent program
Fi Universal haip (lor &1 peograms)
Cirf « A Salect al et
Ciri e X Cul selactad Eem
Shift « Dol Cut selected Rem
Cid«C Copy selectad lam
Cidelns  Copy ssleciad tem
Cifd e ¥ Pasta
Shift +ins  Pasia
Home Go 1o baginning of curment Ine
Cirl « Home Go to beginning of documnant
End Go o erd of curmen! ine
CidsEnd Gofoard of documeni
Shift « Home Highight bom oumant pastion b begrring o e
Shift + End  Highlight lrom curment poslion 1o end of Ine
Cird & &= Move ors word 1o the lelt al a tme
Cil s = Move one word 1o the right at a time

MICROSOFT" WINDOWS® SHORTCUT KEYS

Al » Tab Switch batwaon coen appications

At & Switch backwards befwean open

Shilt » Tab  applcations

Alt + Print

: Cmate screen shol ko current program

Cvl+ Alt s Dol RebootWindows® bask managor

Cid«Esc  Bring up start meny

Alt+Ese  Switch between applications on taskbar

F2 Renama saiected con

F Stant fnd from deskiop

F4 Open tha drive salacton when browsing

Fs Rudresh contents

Al + F4 Close current open program

Ctrl « F4 Closs window in program

Ctd « Plus  Automaticaly adust widths of all colirms

Ky in Windows

Alt+ Enter Open properties window of selecied ioon
o program

Shift + FI0  Smulate right-dick on salected jtam

Shift + Dol Dedote programsfikes parmanently

mum Boot safs made o bypass system fiks

Hoiding Shit  When putting 0 an audo CO. wil provont
luhulw Enﬂmrhmm

WINKEY SHORTCUTS
WINKEY + D  Bring doskiop 1o the fop of ofher windows
WINKEY « M Winmie al wndows
WINKEY « Unda the minimizg done by WIKKEY + M
SHIFT « M and WINKEY + D
WINKEY « E  Open Mcrosolt Explorer
WINKEY + Tab Cycis thyough open programs on taskbar
WINKEY « F  Display the Windows* Ssarch/Find faatum
“n}.ﬁ; Display the search lor computens window
WINKEY « F1  [Display ihe Mcrom®® Windows® halp
WINKEY « R Cpen ®e run window
WINKEY +
Poties Bak Open ®e system proparies window
WINKEY « U Opén ulilly manages
WINKEY « L Look the computer (Windows XP* & |aer)
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WORD* SHORTCUT KEYS

Cirls A
Curie B
Cirie C
Cirie X
Cule N
Cirle 0
Cirle P
Cirle F
Cirlal
Cirle K
Crie U
Crla ¥V
Cirle Y
Cirle 2
-Iﬂ"l +G
CuleH
Cirls J
Crle L
CrlsQ
O+ E
Cirie R
Cirie M
Cirie T
Cirls D
Cirle SN F
Cirle S8l >
Orfe]

O« Shilfte «

Qe
Gl + Shift 4 *
Cirle =
Cirl s =
Cule t
Cule d
Ctrl + Del
Ot s Bachagace
Ctrl + End
Ctrl + Home

Cirl + Space

Cirle 1
Cirle2
Cirle §
CrlsAlls1

CrleARs2
CirieAl+3

Shift« F3

Shift + Insert

ﬂ-&" '
Cries
st Fi2
AR+Shif+D

A+ ShilftsT

CrieW

Select afl contents of T page

Bold highlighted selection

Copy salecied tax

Cut selected Yot

Opan newbiank document

Opan options

Open the print window
Open find box

Rakciro highiighted selaction

insen nk

Urderiing highiighted selection
Pasie

. Reda the last action perlormed

- Undo last action

Find and replace cofors

Fird and replace oplions

Justty paragraph alignment

Algn selecied tend or ing 1o the left
- Algn selcied paragraph 1o the left
Algn selecied toxd or ne 1o T center
Algn selacied lext or ng 10 tha Aght
inden! e paragraph

Hangng indert

Fonl options

Crange the lont

ircrease selecind fort +1

Increass salacind for +1

Decrease seleched fonf -1

- Decrense solacied font -1

Viow or hide non prinfing characters
Move ona word 1o e left

Wove one word 1o the dght

Mo ko bagnning of the ine or pamgragh
Move i the end of the paragragh

. Delete word to right of curser
Deelgte word 1o beft of cursor

Move curser 1o end of document
Move aurser fo beginning of document
Reset highlighted text to default fort
Sngle-space ines
Drubie-space lnes

1.5-4ne spacing
Crange taxt 1o haading 1
Crange texi to heading 2
Change text to heading 3

Open help
Crangn case of seloched et

Pasis

Regeal st acsion perormed (Word 2000%)
. Spell check seloctod tand and or document
Actvate the thesauns

| Save s

Save

Save

irsen (he cumont daln

Insed (he current fims

Closa docurnent
1

EXCEL" SHORTCUT KEYS

F2 Edit the seleded cell

Fs Go % a spacic el

Fr Spell check selected tmt andor document
F11 Croate chart

Cirl+ Shilt & ; Enter the currert tme

Cirl+; Enter fé current date

AR+ Shifte Fi Iraan new workshaet

Shift« FY  Open ths Exce® formula window
Shift« F§  Béng up search box

Crl+ A& Sedect ol contonts of workshaat
Cul+B Bald highlighted selecton

Cirl sl Iakcizn highiighted sslodtion

Cirl+C Copy selecied taxt

Cirl + ¥ Fate

Crl+D Fil

Cirl+ K Irsan lirk

Qi+ F Open find and replace oplons

Cirl+G Open go-to options

Cirl+H Open find and roplace options

Cris U Undedine highighted seledtion

Cirl s ¥ Undadine salected tex

Ciri+ 5 Strkathrough highighted setection
Cirl+0 Open colions

Cri«N Open new document

Cirl+ P Opan prird dalog box

Culs+5 Save

Crl+2 Undo last acion

Cul+Fo Mnimirs cument window

Ciri+ FI0  Maxmizs curmintly saleciad window
Cirl + F§ Switch between open workbookswindows
Cirl + Page p  Move batween Excel® workahests in the
& Page sam# documant

Cirl+Tab  Move betwesn two o mom open Excel® fikes
Al ez Creats formula o sum al of above cols
Cirls* Irsan value of above cal inlo current cell
Cirl + Shlt o |  Formad number in comma fomal

Cirl + Shift + § Format number in currency format
Ol « Shilt « # Formai numbad in date farmal
Cyi«Shlt+ % Formal number in porcentage format
(il + Shill « * Format number in scisrtific formal
Ol +Shilt « @ Format number in Gme format

Cirl == Move 1o next seclion of taxd
Cirl + Space  Select enfim column
Shift « Space Select ntm row

Cul+W Close document

Al+5 Send the amal

crlsC Copy seiecied text

Cirl+ X Cut selected taxt

CwlsP Open prirt dalog box
Qri+K  Compiele nameemal typed in address bar
Cirl+B Bold highlghtd salection
Cirl sl lalcize highighted salaction
CrisU Urderine highlighted selaction
Cris+F Forward an omal

Crl+N Craatn & new smal

Cirl + Shill « A Create 2 new appoinimant to your calindar
Ctrl + Shilt « 0 Open the outbox

Cirl + Shilt | Open the inbox

Cirl o Shilt o K Add & now 1ask

Cirl « Shilt « C Craalo a new contact

Ol + Shifte d  Craato & new journal entry



