Keystroke Help!
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ALT (See F10) – activates the menu bar in programs

ALT+ENTER – when in a DOS-based program, this function will allow you to toggle window/full screen

ALT+ESC – similar to ALT+TAB, but doesn’t show a dialog box.  It automatically switches to the next consecutive application on the taskbar.  When it reaches the end, it goes back consecutively.  Also, it acts as a minimize button with applications that hide the taskbar.

ALT+F4 – quits a program

ALT+HOME – while in an Internet browser, goes to home page

ALT+HYPHEN (-) – displays the system menu for MDI (Multiple Document Interface) programs

ALT+PRINT SCREEN – copies the picture of the open window

ALT+SPACEBAR – displays the current window’s system menu (i.e., restore, move, minimize…)

ALT+TAB – toggles running applications (functions as a manual taskbar)

ALT+underlined letter – accesses that command without using mouse

CTRL+A, CTRL+X, CTRL+C, CTRL+V, DEL, CTRL+Z, CTRL+Y – select all, cut, copy, paste, delete, undo, redo
CTRL+ALT+DEL – opens dialog box with all operating programs (and comments if applicable) * allows manual shut down of programs when not responding

CTRL+Arrow – when moving an object, allows the object to be moved finely
CTRL+ESC – displays the Start Menu
CTRL+F – displays Find dialog box (find characters in an application) (esp. in an internet browser) (*In Paint, puts picture in full screen)

CTRL+F4 – closes the current window in Multiple Document Interface (MDI) programs (e.g., Microsoft Word)

CTRL+P – displays Print dialog box

CTRL+HOME/END* – moves insertion point to beginning/end of a document

CTRL+Left Arrow/Right Arrow* – moves insertion point to next word

CTRL+SHIFT+TAB – moves backward through tabs

CTRL+TAB – acts like ALT+TAB, except with MDI windows (tabs through the open windows IN an application)

Esc / CTRL+Break – escapes a program

F1 – accesses Help on the selected dialog box item

F2 – renames the selected item

F3 – displays Search For Files or Folders when not in a program

F4 – displays a drop-down list from an address bar (in an internet browser, displays history list; in Windows Explorer, displays list of drives and folders)

F5 – refreshes the contents of the active window

F6 – while in Windows Explorer, switches between left and right panes

F8 – immediately after restarting the computer, holding F8 or the CTRL key will eventually bring up the Microsoft Windows Startup Menu (allows user to use Safe Mode)

F10 – activates the menu bar in programs

F11 – toggles between full-screen and regular views of the browser window.

PRINT SCREEN – copies entire screen shot

SHIFT+DELETE – deletes a selected item without placing it in the Recycle Bin
SHIFT+F10 – displays the shortcut menu for the selected item

SHIFT+TAB – moves backward through options

SHIFT while inserting CD-ROM – bypasses AutoPlay when inserting a compact disc

SHIFT while clicking hyperlink – opens page in new window
TAB – moves forward through options

� +F – displays Search For Files or Folders dialog box





� +E – opens Windows Explorer





* use SHIFT to select everything in between





� +TAB – cycles through buttons on taskbar





� (WINDOWS key) – opens Start Menu





� +F1 – displays Window’s Help and Support





� +R – displays the Run dialog box





� +BREAK – displays System Properties dialog box





� +D – minimizes or restores all windows





� +SHIFT+M – undoes minimize all windows








� (APPLICATION key) – displays shortcut menu for selected item








