	Windows Control Key: Hotkey Functions


	Control C

	Copies What Is Selected


	Control X

	Cuts What Is Selected


	Control V

	Pastes the Clipboard


	Control A

	Select All


	Control Z

	Undo Last Action



	
	Windows Key: Hotkey Functions

Windows E

Opens Windows Explorer

Windows M
Minimize Open Windows
Windows L
Locks The Keyboard
Windows F
Opens Find File Dialog
Win Pause
Opens System Dialog Box


	Generic (Most Programs): Hotkey Functions

Control O

Opens File Dialog

Control P

Opens Print Dialog

Control S

Saves Open File
Control N
Opens New File
F1
Opens Help Dialog Box


	Microsoft Word: Hotkey Functions

Control B
Bold Text Selected
Control I
Italicize Text Selected
Control U
Underline Text Selected
Control Enter
Inserts Page Break
Control K
Create Hyperlink


	Microsoft Excel: Hotkey Functions

F2

Edit Selected Cell

F5

Go to Cell Number Dialog

F7
Spell Checks Document
Control ;
Inserts Today’s Date

Control :

Inserts Current Time


	Microsoft PowerPoint: Hotkey Functions

F5

Starts Slide Show

Escape
Stops Slide Show

F1
Show List Of Controls
B  (toggles)

Black Screen During Show

Control P
Changes Pointer To A Pen



	Microsoft Publisher: Hotkey Functions

F9

View Document Full Size

Cntrl Shift W
Turn Snap To Guide On-Off

Control F7
Toggles Baseline Guides

Cntrl Shift G
Groups Selected Items
Cntrl Shift N
Opens New Page

	Microsoft Outlook: Hotkey Functions

Control 1

Switch To Mail App

Control 2
Switch To Calendar App

Control 3
Switch To Contacts

Control 4

Switch To Tasks App

Control 5
Switch To Notes App



	Internet Explorer: Hotkey Functions

Control D

Add Page To Favorites

Control Enter
Adds www &.com To Entry

F5
Refreshes Page

Control H

Opens History Dialog

Control I
Opens Favorites Dialog


	Firefox: Hotkey Functions

Control D

Bookmark Current Tab

Control Enter
Adds www &.com To Entry

F5
Refreshes Page

Control T

Opens New Tab

Control F
Find A Word In The Page




