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Create Keyboard Shortcut Reference Lists

Just about everybody is familiar with the following keyboard shortcuts:

Ctrl+S = Save
Ctrl+P = Print
Ctrl+C = Copy
Ctrl+V = Paste
Ctrl+F = Find

We know them, we're familiar with them, and we probably use them several times a day — they're great time
savers! While some keyboard commands are the same for multiple programs, there are others that are
specific to the program itself.

For every one or two keyboard shortcuts that we learn and master, there are hundreds more just waiting to be
used. The problem is remembering them to the point where they become second nature.

Creating a keyboard shortcut reference list is a simple way to help you learn and master even more of those
time-saving keystrokes:

1. Perform a search online and locate a list of keyboard shortcuts for a specific program. For example,
Microsoft Support’s website provides several keyboard shortcut lists (i.e., Word, Excel, PowerPoint,
Windows XP etc.)

2. Using your mouse, highlight and copy (Ctrl+C) the text containing the shortcuts.
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3. Open Notepad, Word, or any text editing program, and press Ctrl+V to paste the selected text.
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File Edit Format View Help
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CTRL+C (Copy)
CTRL+X (cutg

CTRL+Y (Paste)

CTRL+Z (Undo)

DELETE (Delete)

SHIFT+DELETE (Delete the selected item permanently without §
CTRL while dragging an item (Copy the selected item)
CTRL+SHIFT whw‘?e drag?mg an 1tem (Create a shortcut to the
F2 key (Rename the seTected item)

CTRL+RIGHT ARROW (Move the insertion point to the beginning
CTRL+LEFT ARROW (Move the insertion point to the beginning’c
CTRL+DOWN ARROW (Move the insertion point to the beginning c
CTRL+UP ARRoOw (Move the insertion point to the beginning of
CTRL+SHIFT with any of the arrow keys (Highlight 2 block of
SHIFT with any of the arrow keys (Select more than one item
CTRL+4 (select all)

F3 key (search for a file or a folder)

ALT+ENTER_(view the properties for the selected item)
aLT+F4 (Close the active item, or guit the actiwe program)
ALT+EMTER ¢Display the properties of the selected object)
ALT+SPACEBAR (open the shortcut menu for the active window)
CTRL+F4 (Close the active document in programs that enable s
ALT+TAB (Switch between the open ‘|tems§|

ALT+ESC (Cycle throuﬁh jtems in the order that they had beer
F& key (Cycle through the screen elements in a window or on
F4 key (Display the Address bar 1ist in My Computer or wind:
SHIFT+F10 (Display the shortcut menu for The selected ftem)
ALT+SPACEBAR (Display the System menu for the actiwve window]
CTRL+ESC (Display the Start menu)

alLT+under Tined Tetter in a menu name (pisplay the correspond
underlined letter in a command name on an open menu (Perforr
F10 key Cactivate the menu bar in the actiwve program)

RIGHT ARROW (Cpen the next menu to the right, or open a subr
LEFT ARROW (Open the next menu to the left, or close a subme
F5 key (update the active window)

BACKSPACE Cview the folder one Tewel up in My Computer or w
EsC (cancel the current task)

SHIFT when you insert a Co-roM into the CD-roMm drive (Prever
CTRL+SHIFT+ESC (open Task Manager)|
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4. Alt+F opens the Save As dialog box. Save the file to an easily accessible location, using an easy and
identifiable name.

5. Now, whenever you open an application or program such as Word, Excel, Firefox, etc., remember to
also open your keyboard shortcut reference list. You can either make both documents smaller for easier
viewing of both, or, if the list is minimized, you can access the list by using the keyboard combination of
Alt+Tab to shuffle between the open program and your list. Don’t forget to use Ctrl+F (Find), if you want
to quickly locate a command on your list!
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