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Keyboard Shortcuts
One of the greatest time savers when using a computer is Keyboard
Shortcuts. These are key combinations (you press two or more keys at
the same time) to perform a certain task. They have been around since
the beginning of computer use but are little used until you memorize a
few. Once memorized you will use them every day. One of the reasons
they save time is that you don't have to lift your hand from the keyboard
to reach for the mouse and then have to find where you are to click on
the screen. If you memorize the keyboard shortcut you execute that
certain task immediately with a press of two or more keys.

To learn keyboard shortcuts you will find them on menus in the programs
you use. You might never have noticed them before but when you bring up
a menu in say Microsoft Word you will see the equivalent keyboard
shortcut to the right of the command (in some programs just hold your
mouse over the command on the toolbar and a popup will show the
keyboard shortcut).

Microsoft Word for Mac (Windows uses
the CTRL key instead of the Command

key pictured here)

http://r20.rs6.net/tn.jsp?f=001YUeYIZ0qJKYkYeCiH8v9uF4XB42iqaNLnpcZQ9BT7_q-CYbodAfT7N-xiBgKqRZD3u1LaJ-coGsw6PYcAM1pz0bRHQUIr_E_c1L_yO8xSWikpGsYTAV1ms8lEbt4BvWfYQfFwqf8609rxgk5ApVghynnB6nJo3MEoS1uOzovecgNNOZ-FslHIrx9Ge7Xor-QCEYsfa-BvdrPvPdKvkC1YQ==&c=&ch=
http://r20.rs6.net/tn.jsp?f=001YUeYIZ0qJKYkYeCiH8v9uF4XB42iqaNLnpcZQ9BT7_q-CYbodAfT7N-xiBgKqRZDKS_KxQfOMIRdtL1PIAGAzDc-7PGPuhi_9GVs48JsOmFV97dON5VLu3WFejWItvKs7deTFjGJQkjdd_CZ6hjQe7JSMNiPZYgcS71yS1GThcdtCn3ysz-HqyovzrZhtP40KC5B-ydJifGvmrBK4MLm7bFRgBr7_EZQ&c=&ch=


To make it a little easier to learn keyboard shortcuts here are some PDF
files you might like to print and keep handy. I only have a few memorized
myself but those are the ones I used everyday. So find the commands you
use everyday, memorize the keyboard shortcut and enjoy the time
savings it provides.

Keyboard Shortcut PDFs
Windows & The Windows Key

Mac OS X

iOS (when using a keyboard with an iPad, iPhone, iPod touch)

Android (when using a keyboard with an Android tablet or phone)

Updates/Upgrades
Click here to see if you should do an update or upgrade.
 
  
Newsletter Archives
Click here to read some of my past newsletters.
 
Some of my clients do not realize that my business has expanded to all
mobile devices. In fact, any consumer electronic product that you can
purchase I can help you with. So if you would like help setting up or
syncing your new smartphone or tablet or connecting your new WiFi TV to
the Internet, just let me know.
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