NHP Workshop

User Notes – Shortcut Keys

Updated On: August 28, 2003



What Are Shortcut Keys?

You can quickly accomplish tasks you perform frequently by using shortcut keys — one or more keys you press on the keyboard to complete a task.  You can use shortcut keys instead of using the mouse.  The table below has several shortcut keys that can be helpful.

Other Shortcut Keys

All Windows applications have a menu bar at the top.  Using the ALT key in combination with the underlined letter of the desired menu option displays the options within that sub-menu.  The sub-menu options can be selected by pressing the underlined letter associated with that menu option.  For example, pressing ALT+F, will display all the options available under the File menu and pressing “o” will select the Open dialog box.

Commonly Used Shortcut Keys

Application
Keystroke
Function

Windows
Windows logo key or CTRL+ESC
Opens the Start menu

Windows
CTRL+ALT+DELETE
Opens the Windows Close Program or NT Security dialog box

ALL
DELETE
Deletes the selected item(s).

Windows
SHIFT+DELETE
Delete the selected item(s) without moving them to the Recycle Bin.

ALL
CTRL+A
Select All.

Word
CTRL+B
Bold.

MS  Applications
CTRL+F
Opens find/find & replace dialog box.

MS  Applications
CTRL+N
Opens a new web page or file.

MS  Applications
CTRL+O
Opens the open web page or file dialog box

MS  Applications
CTRL+P
Opens the Print dialog box.

MS  Applications
CTRL+S
Opens the Save dialog box.

Word
CTRL+U
Underline.

ALL
CTRL+X
Cuts the selected item(s) to the Clipboard.

ALL
CTRL+Y
Redo.

ALL
CTRL+Z
Undo.

ALL
CTRL+C  or  CTRL+INSERT
Copies the selected item(s) to the Clipboard.

ALL
CTRL+V  or  SHIFT+INSERT
Pastes the copied items(s) from the Clipboard.

ALL
CTRL+Z  or  ALT+BACKSPACE
Undoes the last action if possible.

ALL (editing)
CTRL+Right Arrow
Moves one word to the left at a time.

Windows
Windows logo key+M
Minimizes all open windows.

Windows
Windows logo key+SHIFT+M
Expands windows minimized with above command.

Windows
Windows logo key+E
Opens Windows Explorer.

Windows
Windows logo key+F
Opens the Find All Files dialog box.

Windows
Windows logo key+R
Opens the Run dialog box.

Windows
Windows logo key+F
Opens the Find Computer dialog box.

ALL
SHIFT+F10
Same as Right Mouse Click

Windows
SHIFT while inserting CDROM
Suppresses Autoplay

ALL
F1
Displays help information

Outlook
ALT+K
Verify recipient addresses.

Windows
ALT+F4
Closes the active application window.

Windows
ALT+TAB / ALT+SHIFT+TAB
Switch to next application.

Windows
ALT+ENTER
Displays properties for the selected item.

Windows
ALT+TAB
Switches between application windows.

Windows
PRINT SCREEN
Copies an image of the screen to the Windows Clipboard.

Windows
ALT+PRINT SCREEN
Copies an image of the active window to the Windows Clipboard.

MMC
* (Asterisk on the right side numeric keypad)
Expands everything under the current selection.

MMC
- (MINUS SIGN on the right side numeric keypad)
Closes everything under the current selection.
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