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Displays the taskbar and Start menu Curl Bold marked text Ctrl Homell  yump to TOP OF DOCUMENT
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Starts Windows Explorer Italicize marked text Ctrl End Tump to BOTTOM OF DOCUMENT

Switch between desktop and applications Ctrl Underline marked text Ctrl Move LEFT ONE WORD at a time

Finds files or folders Curl Cut marked text Ctrl Move RIGHT ONE WORD at a time
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i I Minimizes all windlows Crl c Copy marked text
§ 3 Mark all text between your cursor and the
s llI , - i Cirl v Shi ﬂI Crl E H"'"EI Y
i i I Undoes Minimize All Windows Paste marked text L BEGINNING OF THE DOGUMENT
; I . I E Mark all text between your cursor and the END
F : - Shift Ctrl End ¥
ﬂ Digplays the Run dialog box OF THE DOCUMENT
A I Break Displays the System Properties sheet Cirl g i I Undo last change Shi“I Crl E + I Mark ONE WORD to the RIGHT of your cursor
Cr g ¥ I Repeat last event Shilll Ctrl E . I Mark ONE WORD to the LEFT of your cursor
Al e Cycles through the taskbar butfons (Enter Cr g F I Find text G E A I Mark ENTIRE DOCUMENT
K activates the selected window)
Al I Tab Toggle between running applications Ctrl g H I Find and Replace text
. Mark all text between your cursor and the
g ithi Shi uI HornEI
Cir Tab Move between workbooks within Excel i BEGINNING OF THE CURRENT LINE
Cirl g N I snirll End Mark all text between your cursor and the END
Create New document OF THE CURRENT LINE
Curi E o I Open a document Shi"I ;I Mark one line of text UP from your cursor
; Fast reload th tin; t kips th _
ShlllI + Power astreload the operaling systemit (skips the Crri E 5 I Save the document ShI"I + I Mark one line of text DOWN from your cursor
memory test and initial boot sequence)
Cirl P . snnll | Page Mark all text between your cursor and the
_E _I Print the document _I' el PREVIOUS SCREEN of text
Shi I Page Mark all text between your cursor and the
ift Down
NEXT SCREEN of text

Cirl

Alt I Cirl

Cirl

Print Preview the document

Justify marked text or the paragraph if
nothing is marked

Left Justify marked text or the
paragraph if nothing is marked

Center marked text or the paragraph if
nothing is marked

R Right Justify marked text or the
paragraph if nothing is marked
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Brought to you by Yvonne Y. Bao @ Timothy Good and Company, CPAs' Inc. Tel: 310-316-8130 Fax: 310-540-1650 Email: Yvonne@TimothyGood.com
THANKS YVONNE!




