Short Cut Keys

	Browser Commands

	ALT + (
	Same as "Back" button.

	ALT + (
	Same as "Forward" button.

	CTRL + HOME
	Goes to top of page

	CTRL + END
	Goes to bottom of page

	TAB
	Allows you to move from browser to windows and frames to links on a page.

	SHIFT + MOUSE CLICK
	Opens an active link as a new window. (very useful when trying to pages out of frames.)

	F4
	Accesses your address toolbar

	F5
	Same as "Refresh" button.

	F11
	Toggles between full screen and browser view

	ESC
	Same as the "Stop" button.

	CTRL +F
	Find feature for page presently open in browser window.  (You must click on browser page, other wise command is to find folder.)


	Edit Commands

	CTRL + A
	Highlights an entire page or pane.

	CTRL + C
	Copies highlighted material.

	CTRL + X
	Cuts highlighted material.

	CTRL + V
	Pastes info from clip board.


	Text Attribute Commands

	CTRL + B
	Bolds highlighted font.

	CTRL + I
	Italicizes highlighted font.

	CTRL + U
	Underlines highlighted font.

	ctrl + shift + w
	Underlines only highlighted words not spaces

	ctrl + shift + d
	Double underlines highlighted text

	SHIFT + F3
	Changes the case of the text.

	CTRL + SHIFT + PLUS SIGN
	Superscript

	CTRL + EQUAL SIGN
	Subscript

	CTRL + SHIFT + K
	Formats letters as small caps (must be lower case letters).


	Paragraph Attribute Commands

	CTRL + 1
	Single-space lines

	CTRL + 2
	Double-space lines

	CTRL + 5
	1.5-line spacing

	CTRL + E
	Center a paragraph

	CTRL + J
	Justify a paragraph

	CTRL + L
	Left align a paragraph

	CTRL + R
	Right align a paragraph

	CTRL + M
	Indent a paragraph

	CTRL + SHIFT + M
	Remove an indent on a paragraph

	SHIFT + ENTER
	Line Break (useful on bullet points)

	ALT + ENTER 
	Line Break within an Excel Cell


	Alternate Windows Commands

	CTRL + F6
	Allows you to alternate between panes within an open program.

	ALT + TAB
	Allows you to alternate between programs.


	Close Windows Commands

	CTRL + F4
	Closes active panes within a program.

	ALT + F4
	Closes an active program.


	Windows Key Commands

	Win
	Opens Start Button

	Win + E
	Opens explorer

	Win + M
	Minimizes all open windows

	Win + Shift + M
	Maximizes all windows

	Win + D
	Same as Win + M and Win + Shift + M (but toggles)
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