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MS-WINDOWS

MS-
WINDOWS

I
| | | | |
Function Windows '
Shift Key Ctrl Key Alt Key Ll 4 Other Keys
key Key keys

Back to shortcut
Table
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SHORTCUTS S e suwste

MS-WINDOWS

Shortcuts

Description

FUNCTION KEYS

1
(B

Help
Rename the selected item
Search for file or folder
Display the address bar list in + My computer or windows explorer
Refresh the Active Window
Activate the menu bar in the active menu

Back to MS-
o Windows
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MS-WINDOWS

Display or hide the start Menu
Show the desktop
Open my computer
search for file or folder
Lock your computer or switch users
Open the Run dialog box
Minimize all Windows
Open utility Manager
Display window Help

Display the system properties %ia?cl:E%oBlelé-Windows
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SHORTCUTS - e sowsia

MS-WINDOWS

Shortcuts Description
Shift Key
Shift + F10 Display the shortcut menu for the selected item

Shift + TAB Move backward through options in a dialog box
Sift + Delete Delete selected item permanently without placing the item in the
recycle bin
Shift + Insert Paste
A
D Back to MS-Windows
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MS-WINDOWS

close the tab in the active
window or open window

Select All

Copy
Cut
Undo
Move Forward Through in a
dialogue box
Paste
Back to MS-Windows
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MS-WINDOWS

Close the item or quit the
application
Switch between open group
Cycle through items in the order
they were opened

View Properties of selected
items

Open the shortcut menu for
active window

Back to MS-Windows
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MS-WINDOWS

To create a new folder
Restore Minimized Window

To restart the computer

Move backward through in
dialogue box

Search for computers

Back to MS-Windows
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MS-WINDOWS

Display the top of the active
window

Delete

Display the bottom of the active
window

Back out of current situation

Back to MS-Windows
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Microsoft Word

MS-Word
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Function
key

Shift Key

I3 Subscribe

Ctrl Key

Combine 3
keys

Back to shortcut
Table
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MIRCOSOFT WORD

Open Help
Repeat the last action Performed
Open Find, Replace and Go To
Window
Spell Check and Grammar check
Save as

Back to MS-Word
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MIRCOSOFT WORD
Shortcuts

Description

Ctrl + F2 Display the print preview
Ctrl+ A Select All

Ctrl Key

Ctrl +B Bold selected text or paragraph

Ctrl+ C Copy selected text or paragraph
Ctri+D Font Dialogue Box

Ctrl+E Aligns selected text or paragraph to the center
Ctrl+F Open find Box

Ctrl+ G Go To Box

Ctrl+H Replace Box

Ctrl +1 Italic selected text or paragraph

r—— Next Page
|
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MIRCOSOFT WORD

Aligns selected text or paragraph to Justify
Insert Link
Aligns selected text or paragraph to Left
Indent of Paragraph
Create a new Document
Open the document
Open the print window
Aligns selected text or paragraph to Right
Save the document
Create a hanging Indent
Underline selected text or paragraph Next Page
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SHORTCUTS gt st
MIRCOSOFT WORD

 shomaws [ pescrption
Cut selected text or paragraph

redo

Undo

Increase selected font +1 points

Decrease selected font -1 points

Move to the beginning of the line of paragraph

Move to the End of the line of paragraph

Delete word to right of cursor

Delete word to left of cursor Back to
Move the cursor to the beginning of the document V\lejd
Move the cursor to the End of the document

v U0 J o Vil
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MIRCOSOFT WORD

Change Case(Upper case, Lower
case)

Create a soft break instead of a
new paragraph

Paste

Save

Back to MS-Word
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MIRCOSOFT WORD

f / Liwin’s CA

Shottouts | Descrption
Open the new Document
Print the document
Quickly create a bullet point
Change the font

Ctrl + Shift + > Increase selected font +1 points up to 12 points
and then increase font +2 Points

Ctrl + Shift + < Decrease selected font -1 points up to 12 points
and then Decrease font -2 Points

Shift + Alt+ D Insert the current date Back to MS-Word
Shift + Alt+ T Insert the current time
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Microsoft Excel

MS-Excel
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Alt Key

Shift Key

I3 Subscribe

Ctrl Key

Combine
keys

Back to shortcut
Table
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MICROSOFT EXCEL

Open Help
Edit Active cell
Spell Check and Grammar check
Create a chart automatically
Save as

Back to Excel
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MICROSOFT EXCEL

Display the print preview
Close file
Move between open workbooks
Minimize current window
Maximize currently selected window
Format cells
Strikethrough toggle for selection
Select All entire worksheet
Bold toggle for selection

Copy

Open find Box

Next Page
Go To cell command 8
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~ UNBOX THE NEW WAY OF LEARNING

MICROSOFT EXCEL

Shortcuts Description

Italic toggle for selection
Create fl
Open fil
Open the print window
save il
Underline toggle for selection
Next Page
Redo
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SHORTCUTS

MICROSOFT EXCEL
Shortcuts

Description

Ctrl Key
Ctrl + Page Down Move to next worksheet
Ctrl + Page Up Move to Previous worksheet
Ctrl + Home Go to first cell in data region
Ctrl + End Go to last cell in data region
Ctrl + < Up arrow> Data region Up
Ctrl + < Down arrow> Data region Down
Ctrl + < Left arrow> Data region Left
Ctrl + < Right arrow> Data region Right
Ctrl +; Insert the date

Ctrl +° Insert the value of the above cell into cell currently
selected

Back to Excel

., Ctrl + Space Select entire Column N
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MICROSOFT EXCEL

Insert a new worksheet
Edit a cell comment
Open the excel formula window
Find box
Move to previous cell
Select Entire row

Back to Excel
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MICROSOFT EXCEL

Exit Excel
Autosum a range of cells

Back to Excel
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MICROSOFT EXCEL

Enter the current date
Insert new Worksheet
Format number in comma
Format
Format number in date format
Format number in currency
format
Format number in time format

Format number in Percentage
Format

Back to Excel
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Microsoft Power Point
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MS-Power
Point
|
| | |
Function Other
Key Ctrl Key kevs

I3 Subscribe

Back to shortcut
Table
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MICROSOFT POWER POINT

View the Slide Show

Back to Power
Point
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SHORTCUTS

MICROSOFT POWER POINT

| 7

()~ CA FUNSTA
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shortcuts
Ctrl Key

Select all items on the page
ol
Duplicate the selected slide
Find

Grid and Guides box
Replace

Insert a new slide

Open a new blank presentation
Open the open dialog box
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SHORTCUTS S5 ea wunsTA

MICROSOFT POWER POINT
Shortcuts Description

Ctrl + Home
Ctrl + End

Move the cursor in beginning of Presentations
Move the cursor to end of presentations

Ctrl Key
Underiine
Closes the presentation
redo
Undo
| CtltHome
_ Crl+End

% Back to Power
: Point
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MICROSOFT POWER POINT

shortcuts Desaiption
Other Keys

Shift + Ctrl + Home
Shift + Ctrl + End

Spacebar or click the mouse

Shift + Click each slide

f / Liwin’s CA Funsta

Select all text from the cursor to the start of the active
text box

Select all text from the cursor to the end of the active
text box
Move to next slide or next animation
Stop the show
End the slide show
Move cursor to beginning of current line of text
Move cursor to End of current line of text
Select more than one slide Back to Power
Help Point
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Microsoft Access ;., CA FUNSTA

N

MS-

Access
| | | |
Alt Key Fulrégon Ctrl Key C?(’cer;ir

Back to shortcut
Table
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MICROSOFT ACCESS
Shortcuts Description

FUNCTION KEYS

Help
Rename
Refresh

Check Spelling

Back to MS-
Access
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SHORTCUTS

MICROSOFT ACCESS

f / Liwin’s CA Funst

Shortcuts

-

Ctrl Keys

Select All Records
Bold
Copy the selected object
Find Text
Replace Text
Italic
Create a new database
Open an existing Database
Print the current or selected object
Save a database object
Underline

| 7
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MICROSOFT ACCESS
Shortcuts

Description

Ctrl Keys

Ctrl+V Paste object
Ctrl+W Close the active window
Ctrl + X Cut the selected object
Ctrl+Y Redo
Ctrl + 2 Undo

Ctrl + Up Arrow First Record

Ctrl + Down Arrow Last record

Ctrl + Plus sign Add a new record

Ctrl +; Insert the current date

Ctrl + Insert the value of the above cell into cell Back to MS-
currently selected Access
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MICROSOFT ACCESS

Shortcuts Description
Alt Keys

Alt+D Open a database object in design

view
Alt + N Create a new database object
Alt+0 Open database object
Alt + Enter Display property sheet for the

selected object in design view

Back to MS-

a_ Access
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MICROSOFT ACCESS

Shortcuts

Description

Other Keys
Delete an object

Delete
Ctrl + Shift +;
Ctrl + Alt + Spacebar

Insert the current time
Insert the default value for a field
Undo changes made to the current field

Undo changes made to the current

record
Tab Next field
Previous field
Next screen Next Page
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MICROSOFT ACCESS

Previous screen
Next record
Previous record

Open property sheet for the selected
object in design view

Sort selected area in ascending order
Sort selected area in descending order

Back to MS-
Access
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Analog to Digital Converter
Address Resolution Protocol
Active Server Page
Active Hub
Artificial Intelligence
Active Link
ALGOrithmic Language
Arithmetic and Logical Unit

Active Monitor

Next Page




I Subscribe

© /Liwin's CA Funsta

f / Liwin’s CA Funsta

Application Layer Protocol Control Information

Application Program Interface

American Standard Code for Information Interchange

Asynchronous Transfer Mode

Automatic Document Folder

I Subscribe

Back to
Abbreviation
Table
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Blind Carbon Copy
Bitmap/Basic Multilingual Plane
Bhabha Atomic Research Center
Beginner’s All purpose Symbolic Instruction Code
Binary Coded Decimal

Bar code Reader

Bit Error Rate

Binary

Basic Input Output System
Business to Commerce

Binary Large Object

Back to
Web Log Abbreviation
Byte Per Inch Table
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Complementary Metal Oxide Semi-Conductor
Computer Aided Design
Computer Literacy and Studies in School
Common Business Oriented Language
Compact Disc
COMmon Algorithmic Language
Central Processing Unit
Cathod Ray Tube
Cascading Style Sheets
Control Unit
Control User Access
Next Page
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Compact Disc Recordable
Compact Disc Read Only Memory
Compact Disc Rewritable
Compact Disc-Read/Write
Computer Graphics
Common Gateway Interface
Common Interface File System

Common Object Mode

Common Language Runtime Back to
o . Abbreviation
Code Division Multiple Access Table
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Directory Access Protocol
Data Base
Data Base Administrator
Data Base Management System
Direct Client to Client
Digital Command Language
Data Flow Diagram
Distributed File System
Dynamic Hyper Text Markup Language

Dynamic Link Library
Digital Light Processing

Next Page
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Domain Name System

Dots Per Inch

Dynamic Random Access Memory

Digital Subscriber Line/Domain-Specific Language
Database Source Name

Desktop Publishing

Digital Video Disc/Digital Versatile Disc

Digital Video Disc Recordable

DVD-Read Only Memory

DVD-Rewritable

Digital Video Recorder Back to
Disk Operating System Abbreviation
Table
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Electronic Commerce
Extended Data Out
Electronic Data Processing
Electronic Delay Storage Automatic Calculator
Electronically Erasable Programmable Read Only Memory
Enhanced Graphics Array/Exterior Gateway Protocol
Electronic Mail
Electronic Numerical Integrated And Computer
End Of File
Erasable Programmable Read Only Memory
Executable
Electronic Data Interchange
End Of Line

I Subscribe

Back to
Abbreviation
Table
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Far Away Xerox
Floppy Disk Controller
Floppy Disk Drive
First in First Out
FORmula TRANslation
Floating Point Unit
File System

File Transfer Protocol
Frame Per Second

Floating Point Operations Per Second
Back to

Abbreviation
Table
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Giga Byte
Graphics Interchange Format
Garbage in Garbage Out
Graphic Processing Unit

Global System for Mobile Communication

Graphical User Interface

Back to
Abbreviation
Table
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High Level Language
High Performance File System
Hard Disk Drive
Hewlett Packard
Hierarchical Storage Management
Hierarchical Temporal Memory
Hypertext Markup Language
Hypertext Transfer protocol

Hyper Transport Expansion

I Subscribe

Back to
Abbreviation
Table
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Information System
Instant Message
Internet Message Access Protocol
Iphone Operating System
Internet Protocol
Interrupt Request
Integrated Services Digital Network
Internet Society
Internet Service Provider
Interrupt Service Routine

Information Technology Back to

Abbreviation
Table

f / Liwin’s CA Funsta D} Subscribe

© /Liwin's CA Funsta




D Subscribe © /Liwin's CA Funsta

Java Runtime Environment
Java Script
Java Server Pages

Java Users Group

Back to
Abbreviation
Table
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Kilobyte
Kilohertz
Kilo Per Second

Keyboard, Video and Mouse Switch

Back to
Abbreviation
Table
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Liquid Crystal Display
Liquid Display Unit
Light Emitting Diode
Last in First Out
Lines Per Inch
Large Scale Integration

List Processing

Back to
Abbreviation
Table
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Megabit
Megabyte
Master Boot Record
Media Access Control
Moving Picture Experts Group
Multimedia Messaging Service
Multipurpose Internet Mail Extensions
Microsoft Network
Multiple Document Interface
Magnetic Ink Character Recognition
Multiple Input Multiple Output
Million Instructions Per Second
Musical Instrument Digital Interface

I Subscribe

Back to
Abbreviation
Table

f / Liwin’s CA Funsta

© /Liwin's CA Funsta



D Subscribe © /Liwin's CA Funsta

Network File System
Network Interface Card
New I/O

Network Operating System

Back to
Abbreviation
Table
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Optical Character Reader
Optical Mark Reader
Object Oriented Programing
Outline Processor Markup Language
Operating System
Open Source Software

Object Linking and Embedding
Back to

Abbreviation
Table
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Personal Area Network
Password Authentication Protocol
Personal Computer
Printed Command Language
Portable Document Format
Program Design Language
Pin Grid Array
Programed Input/Output
Programmable Logic Array

Programming Language 1 Back to

Abbreviation
Table
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Point of Sales
Power PC
Page Per Minute
Point-to-Point Protocol
Point-to-Point Tunneling Protocol

Programmable Read Only Memory
Public Switched Telephone Network

Power Supply Unit

Power On Self Test

Pages Per Minute Back to

Abbreviation
Table
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Quoted For Permanence
Quality Of Service

Query By Example

Back to
Abbreviation
Table
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Reverse Address Resolution Protocol
Remote Access Trojan
Relational Data Base Management System
Routing Information Protocol
Read Only Memory
Read Out Mother Board
Report Program Generator
Real Time Operating System

Rich Text Format
Back to

Abbreviation
Table
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Storage Area Network
Small Computer system Interface
Simple Direct Media Layer
Software Defined Radio
Simple Mail Transfer Protocol
String Oriented Symbolic Language
Service Pack
Structured Query Language
Static Random Access Memory
Structured VLSI Design

Simple Network Management Protocol Back to
Abbreviation

Subscriber Identification Module
Table
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Time Division Multiple Access
True Tap Audio
True Type Font
Text-To-Speech
Tele Type

Thin-Film Transistor

Tera Bytes
Back to
Abbreviation
Table
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User Interface
Upload

Uninterruptible Power Supply

Uniform Resource Identifier

Uniform Resource Locator
Uniform Resource Name
Uniform Serial Bus

Ultra Large Scale Integration

Universal Automatic Computer

Unshielded Twisted Pair BaCk. to.
Abbreviation

Table
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Visual Basic
Virtual Device Driver
Video Graphics Array
Virtual Local Area Network
Virtual Memory
Video Memory System
Virtual Private Network
Video Terminal
Videsh Sanchar Nigam Limited

Visual Display Unit
Very Large Scale Integration Back to
Video Random Access Memory Abbreviation
Table
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Wireless Application Network
Wireless Fidelity
Worldwide Interoperability for Microwave Access
Windows Internet Naming Service
Wireless Local Area Network
Wireless Media Audio
Wireless Media Video
Wi-Fi Protected Access
Wireless Wide Area Network
World Wide Identifier
World Wide Web
Wireless Local Loop
Write Once Read Many

I Subscribe

Back to
Abbreviation
Table
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Extensible Hypertext Markup Language
Extensible Markup Language
Xerox Network Services

XML User Interface Language

Back to
Abbreviation
Table
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Back to
Abbreviation
Table
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Zone Information Protocol
Zone Instruction Set Computer
Zone Multicast Address
Zone Network Administration
Zeta Byte
Zero Administration for Windows

Back to
Abbreviation
Table
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‘Hurrah!’
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Computer
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A Big Thanks
To You All
% Good Luck!
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