Windows Tips and Tricks

Conrad Naegle

How many of us are willing to take five times as long to wash our dishes or mow our lawn or do any other task? How about three times as long or even two? Why should we settle, then, for taking two or three or five times longer to do application work on our PCs?

Believe it or not, much of the time wasted on a PC (besides surfing the web or cussing slow networks) is wasted going from mouse to keyboard and keyboard to mouse, or mousing to a distant location when a nearer on will do. These may seem like insignificant pieces of time, but over the course of a day, they can add up to hours!.

Anyone familiar with time and motion studies is aware that their aim is to eliminate as much distance, motion, and unnecessary repetition as possible, hence reducing the amount of time to perform necessary tasks. Lazy? No. Productive? Yes!

Most of these shortcuts can be found in the documentation (F1 to get it on-line). For the keyboard shortcuts of the most common functions, the best source is to go to the top-line menu and look for the hot-key combination listed beside the function. For example, the combinations for Cut, Copy, and Paste are listed to the right of those words on the Edit menu:
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Windows applications are loaded with shortcuts. The following list is not comprehensive, but it does include the most common functions the average user would need to perform. These techniques all work in Word, but most are transferable to other Windows-based applications as well. These shortcuts have also stood the test of time, remaining unchanged throughout years of software upgrades.

Many non-Windows developed applications may have their own shortcuts. If you spend much time in any application, it may pay to become familiar with its shortcut features in addition to those mentioned here.

This list is representative of shortcuts that can significantly reduce the amount of time performing the functions they represent.

Windows Tips and Tricks

Keyboard Shortcuts

Functions

Alt+Tab: Toggle between active applications

Ctrl+C: Copy (Alt+PrntScrn to copy the active window to the clipboard)

Ctrl+X: Cut

Ctrl+V: Paste

Ctrl+Z: Undo

Ctrl+S: Save

Ctrl+F4: Close a window (document).

Alt+F4: Close an application

Formatting

Ctrl+B: Bold

Ctrl+U: Underline

Ctrl+I: Italics

Ctrl+L: Left Align

Ctrl+R: Right Align

Ctrl+E: Center

Navigation

Ctrl+Right Arrow: Move right one word

Ctrl+ Left Arrow: Move left one word

Ctrl+Down Arrow: Down one paragraph

Ctrl+Up Arrow: Up one paragraph

Home: Beginning of a line

End: End of a line

Ctrl+Home: Beginning of a document

Ctrl+End: End of a document

Highlighting (Blocking) Text: Add the shift key, and the combinations above become tools to highlight text for deletion, replacement, font attributes, and so on.

Ctrl+A: Select all

Shift+Ctrl+Right Arrow: Block right one word

Shift+Ctrl+ Left Arrow: Block left one word

Shift+Ctrl+Down Arrow: Block down one paragraph

Shift+Ctrl+Up Arrow: Block up one paragraph

Shift+Home: Block from the cursor to the first of the line

Shift+End: Block from the cursor to the end of the line

Shift+Ctrl+Home: Block from the cursor to the top of the document

Shift+Ctrl+End: Block from the cursor to the end of the document

Tab from one field to the next on a screen. Shift+Tab will take you in reverse order. 

Check selections with the space bar. 

Mouse Actions

Clicks

Double-click title bar to toggle between Restore Down and Maximize.

Double-click a word to select it.

Triple-click anywhere in a paragraph to select the whole paragraph.

“Point” to an entire line by mousing to the right margin until it turns into an arrow

Never double-click a button! Buttons and hyperlinks respond to a single-click. Double-clicking may confuse the application (or the user) and try to execute the button’s function twice, possibly resulting in an error. Double-clicking icons, or elements other than buttons is OK.

Right Mouse Button

Cut, Copy, Paste, etc. Some applications allow for customization of this button, so the user can put their favorite functions here.

Combinations

Click and Shift+Click will block a range of text (or, in Excel, a range of cells).

Other

Highlight and replace, rather than highlight, delete, and replace; or worse, backspace/delete and replace.

Click white area above or below (or left or right of) scroll bar to move a screen at a time. (Same as Page Up/Down buttons.)

The Clipboard. Holds your copied or pasted item until something else takes its place. Repeated use of the same content can be a big time saver.

Tools: Auto Correct


AutoCorrect Tab: Excellent for acronyms and the jargon of your job

AutoFormat As You Type Tab: Turn off that !@#$% “Automatic numbered lists!”

For More Information
F1

Print a list (ten pages worth) of shortcut keys from Word:

1. On the Tools menu, point to Macro, and then click Macros. 

2. In the Macros in box, click Word commands.

3. In the Macro name box, click ListCommands.

4. Click Run.

5. In the List Commands dialog box, click Current menu and keyboard settings.

6. On the File menu, click Print. 

7. Note:   If you made changes to shortcut key assignments, the changes are included in the printed list of shortcut keys. Shortcut keys you assigned to macros are not included.

