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Windows and MS Office Program Shortcut Keys
and how to show them as ScreenTips (reminders) in a Programs Menus.

Description
Shortcut Keys
Amazon.co.uk
. Alt+F File menu options in current program.
e g Alt+E Edit options in current program
F1 Universal Help in almost every Windows program.
FIFA 09
Electronic Arts Ctrl + A Select all text.
New £24.96 B
Best £22.50 Ctrl + X Cut selected item.
Shift + Del Cut selected item.
FarCry 2
Ubisoft Ctrl + C Copy selected item.
New £20.48
Best £17.40 Ctrl + Ins Copy selected item
Dr Kawashima's Brain Ctrl+V Paste
aining Shift + Ins Paste
intendo
g‘:g g;“ggg Home Goes to beginning of current line.
Ctrl + Home Goes to beginning of document.
Need For Speed End Goes to end of current line.
Electronic Arts
g:; g;gg Ctrl + End Goes to end of document.

' Shift + Home Highlights from current position to end of line.
%e Shift + End Highlights from current position to beginning ofline.
mie"vlveggg 0 Ctrl + Left arrow Moves one word to the left at a time.

Best £99.99 Ctrl + Right + arrow Moves one word to the right at a time.
Shortcut Keys given in Windows Program Menus (Word - Excel etc)
Office 2003 and before.
The Shortcut Keys (Screen Tips) for a certain operation/command (if there is one)
can be seen to the right of the operation/command in its menu bar drop down box on the top toolbars
Privacy Information - as shown "ght below.

The Shortcut Keys will also be shown in the Screen Tips Window that opens
when the mouse hovers over a toolbar icon if the icon represents an action with designated shortcut
Keys.

Show or hide shortcut keys in ScreenTips

1. On the Tools menu, click Customize.

2. Click the Options tab.

3. Under Other, select or clear the Show ScreenTips

on toolbars and Show shortcut keys in ScreenTips check boxes.
Close the Window.

Changing this setting affects all of your Microsoft Office
programs.

Notes:

Microsoft Office Excel 2003 only uses the Show

ScreenTips on toolbars check box.
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Amazon.co.uk

The Big Book of "Top
Gear" 2009

Richard Porter

New £6.49

Best £3.80

Outliers

Malcolm Gladwell
New £10.19

Best £8.69

The Gift
Cecelia Ahern
New £6.45
Best £3.89

Breaking Dawn
Stephenie Meyer
New £6.49

Best £6.49

101 One-pot Dishes
B.B.C. "Good Food ...
New £2.00
Best£1.18

Privacy Information

/Emls able  Window  Help
'\ - Spalling and Grammar... =
search... Aft+Chck

Language >
‘Word Count...

AutoSummarize...

Spesch

Shared Workspace..,

Ciri+Shift+E

Track Changes g g :
Compare ond Merge [¥]iShaw Stendard and Fomatng malbars an &
[ tisarys show full merus

Erotect Documeat... ] Show il merus afier = shert delay

ogline Callabaration b et s

-

Lgtters and Mailings

Macro
Templatzs and Add-Ins...

AutoCorrect Options...
Customize.

Optians....

[ Lerge wons
[ List font remes I ther Font:
Show Soree
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2 office Clipboard...
% Faste ctri+y
Faste Spedal...

To

Edit | View Insert Format
13 @ 9 Undo Move Object  Cirl+Z
N &N cut Clrl+x
SN Copy

Select Al Chrl+&

E

Eind... Cirl+F

Shortcut keys

NOTE — If the menu heading has an underlined letter you can open
the menu by using shortcut keys ALT + “underlined letter”.

L4
File Edit View Insert Format Tools

Microsoft® Project 2007
Easy & Speedy Project
Management. Try 60 Day Free
Trial Now!
EasierWithProject.com

Vv

Excel Short

To Show Screen Tips In Office 2007

Courses From Home Learning
College Find Out More Now!
www.homelearningcollege.com

MS Office™ 2003 Repair

Fix Office™ 2003 Problems
Instantly 100% Free Office Repair
Download!
www.PCTuneUpTips.com

Click the Office Button - then Options (Word 2007 is shown here).
Open the Advanced Tab, then under Display check the Show shortcut keys in ScreenTips box.

Click OK.
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Popular [7] Show field codes instead of their values
— Field shading: | Never Z|
[7] wse draft fant in Draft and Outline views
Proofing
g Coutier New | ~ |
— sge 10 [7]
m [Eont Substitution...
Customize
Display
Add-Ins
Shaw this number of Becent Documents: 17 %
Trust Center
Show measurements in units of: Inches
R
Freuree Style arga pane width in Dratt and Outline views: 0"
[T Show pigels for HTML features
[#] Show all windows in the Taskbar
[}, Show shortout keys in SereenTips
[ hRhow harizantal scrall bar
[¥] Show yertical scrofl bar
[#] Shaow vertigal ruler in Print Layout view
[T] Optimize eharacter pasitioning for layout rather than readability
Print
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