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How to Learn Common Keyboard Shortcutsin
Windows

There are many ways to get around on your computer quicker and easier. Here are some of the keyboard
shortcuts you can use. Open Windows Explorer by touching .

Method 1 of 4:

In Windows Explorer Shortcuts
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Open Windows Explorer by touching 2 win + E .
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Open the Run Dialog box by touching 2 Win + R'.
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Makethe Accessibility Utility Manager/Ease of Access Center show up by touching 2 Win + U /.
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Make the Desktop show from any window by touching ;mu,n]+2|.
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Open the Search Window by touching M*El together.
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Minimize all windows by touching ? WIUI*'MI-
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Focusyour keyboard on the taskbar by touching Mmj+ﬂ.




1. Tap Tab to switch between sections.
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Open the System Properties windows by touching ? Win + Pause .
1. (Sameas "My Computer --> Properties).
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Make a pop-up show with theicons of the currently running application by holding Alt! and hitting
Tab ? once.

1. While holding Alt! hit Tab? again and again to highlight the application. Release Alt to switch to

the application.
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Switch applications. Switch between any applications running on your screen by touching Alt/+ Esc|.
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Close application or shut-down a pop-up window. Y ou can close the active window by touching Alt +
F4!.
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Use F1/key to accessthe Help menu for Windows. This main key can be used in any application or

Windows software to enable the help menu for the program.
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Refresh the screen by pressing F5!.
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Expand thedirectory tree of the selected folder in Windows Explorer by pressing Num 2+ * | keys
together.
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18.

Collapsethedirectory tree of the selected folder in Windows Explorer by pressing the Num 2+ -|.
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Open the Start Menu by touching Ctrl '+ Esc/.
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20.

Open the Windows Task Manager. Open the Task Manager from anywhere by touching Ctrl [+? Shift +
Esc .
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L earn another shortcut to make the computer shutdown. This keyboard shortcut is ?win + U, then hit
U/+?Enter again.

1. Thiswill only work on Windows XP.
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Access the Developer Tools(view the webpagein html, css, etc) by touching the F12| key.

Method 2 of 4:

In Internet Browsers
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Open a new tab with Ctrl/+ T/.
FEEE]) B )] z =
- ] ] L] 5 - [] [ i ' &
i 1 T £l d L T i L
Ty £ W iE ¥ u [l (]
= !
Capa boos || & (] o H £l [ £l 03
Eg z = s J[5 3 (R (38 B
2 e b i e |l | m\ ]
? el o Cwl
Open a new window with CtrI|+M.
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PI’ESSA_It|+2| to select thethe web page addressin the address bar (Internet Explorer, Google

Chrome and Safari).
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Press F4 toview themost recently visited websitesin the drop down box of the address bar
(Internet Explorer only).

Method 3 of 4:

In Applications
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Maketext bold with Ctrl'+ B, italicized with Ctrl/+ 1|, and underlined with Ctrl'+ U| (these do not
work in Notepad).
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Use ?Home or ?2End to go the beginning or end of aline of text, respectively. Add cCtrl| to either of
these keys to go the beginning or end of the document.
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Changethefont size. Y ou can change font size by selecting the text and pressing either Ctrl '+ >’ or Ctrl
+ . Note that this font sizing tip does not work in Notepad.



Save a document by pressing Ctrl '+ Si. Thisiscommon in just about any application, including
Microsoft Word and Notepad.

1. Oryoumay press F12' for the Save-As selection on most applications. This also applies for most
applications.

Method 4 of 4:

M iscellaneous

Press ? shift |, then drag the mouse over thefilesthat you want to select, to select multiplefiles at
once. Alternatively you can hold Ctrl’ and click on each file individually.
1. ctll+ A Seect All
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2. Ctrl'+ C - Copy.
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3. ctrl+ X! -Cut



4. ctrll+ V| - Paste

5. cull+ z! - Undo

6. ctrll+ Y| - Redo
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Y ou finished reading the article "How to L earn Common Keyboard Shortcutsin Windows' edited by the

TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for

similar articles on tips and guides. Thank you for reading and for following us regularly.
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