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We	are	reliable	and	trusted	among	all	our	clients	and	thus	you	can	entrust	your	academic	work	on	us.	We	write	quality	papers	for	our	clients	as	we	have	employed	highly	qualified	academic	writers	from	all	over	the	world.	We	are	reliable	and	established	You	can	entrust	all	your	academic	work	to	course	help	online	for	original	and	high	quality	papers
submitted	on	time.	As	shortcut	keys	constitute	an	essential	part	of	the	computer	awareness	syllabus;	this	article	presents	a	list	of	basic	shortcuts,	along	with	shortcuts	for	Windows,	Word,	Excel,	OUTLOOK,	and	more.Computer	Shortcut	Keys-Basic	KeyShortcutsWork	of	shortcutsAlt	+	FFile	menu	options	in	the	current	programAlt	+	EEdits	options	in
the	current	programF1Universal	help	(for	any	sort	of	program)Ctrl	+	ASelects	all	textCtrl	+	XCuts	the	selected	itemCtrl	+	DelCut	selected	itemCtrl	+	CCopy	the	selected	itemCtrl	+	InsCopy	the	selected	itemCtrl	+	VPaste	the	selected	itemShift	+	InsPaste	the	selected	itemHomeTakes	the	user	to	the	start	of	the	current	lineCtrl	+	HomeGo	to	the
beginning	of	the	documentEndGo	to	the	end	of	the	current	lineCtrl	+	EndGo	to	the	end	of	a	documentShift	+	HomeHighlight	from	the	prevailing	position	to	the	start	of	the	lineShift	+	EndHighlight	from	the	prevailing	position	to	end	of	the	lineCtrl	+	(Left	arrow)Move	one	term	to	the	left	at	a	timeCtrl	+	(Right	arrow)Move	one	term	to	the	right	at	a
timeLearn	about		Computer	Abbreviations	here.Computer	Shortcut	Keys-Microsoft	Windows	ShortcutsWork	of	shortcutsAlt	+	TabSwitch	between	open	applicationsAlt	+	Shift	+	TabSwitch	backwards	between	open	applicationsAlt	+	Print	ScreenCreate	a	screenshot	for	the	current	programCtrl	+	Alt	+	DelReboot/Windows	task	managerCtrl	+	EscBring
up	the	start	menuAlt	+	EscSwitch	between	applications	on	the	taskbarF2Rename	selected	iconF3Start	to	find	from	the	desktopF4Open	the	drive	selection	when	browsingF5Refresh	contentsAlt	+	F4Close	the	current	open	programCtrl	+	F4Close	window	in	the	programCtrl	+	Plus	KeyAutomatically	set	widths	of	all	columns	in	Windows	ExplorerAlt	+
EnterOpen	properties	window	of	selected	icon	or	programShift	+	F10Simulate	right-click	on	selected	itemShift	+	DelDelete	programs/files	permanentlyAlso,	learn	about	Microsoft	Windows	here.Computer	Shortcut	Keys-MS	WordShortcutsWork	of	shortcutsCtrl	+	BBold	highlighted	selectionCtrl	+	CCopy	selected	textCtrl	+	XCut	selected	textCtrl	+
NOpen	new/blank	documentCtrl	+	OOpen	optionsCtrl	+	POpen	the	print	windowCtrl	+	FOpen	find	boxCtrl	+	IItalicize	highlighted	selectionCtrl	+	KInsert	linkCtrl	+	UUnderline	highlighted	selectionCtrl	+	VPasteCtrl	+	GFind	and	replace	optionsCtrl	+	HFind	and	replace	optionsCtrl	+	JJustify	paragraph	alignmentCtrl	+	LAlign	selected	text	or	line	to
the	leftCtrl	+	QAlign	selected	paragraph	to	the	leftCtrl	+	EAlign	selected	text	or	line	to	the	centreCtrl	+	RAlign	selected	text	or	line	to	the	rightCtrl	+	MIndent	the	paragraphCtrl	+	THanging	indentCtrl	+	DFont	optionsCtrl	+	Shift	+	FChange	the	fontCtrl	+	Shift	+	>Increase	selected	font	+1Ctrl	+	]Increase	selected	font	+1Ctrl	+	[Decrease	selected
font	-1Ctrl	+	Shift	+	*View	or	hide	non	printing	charactersCtrl	+	(Left	arrow)Move	one	word	to	the	leftCtrl	+	(Right	arrow)Move	one	word	to	the	rightCtrl	+	(Up	arrow)Move	to	the	beginning	of	the	line	or	paragraphCtrl	+	(Down	arrow)Move	to	the	end	of	the	paragraphCtrl	+	DelDelete	the	word	to	the	right	of	the	cursorCtrl	+	BackspaceDelete	the
word	to	the	left	of	the	cursorCtrl	+	EndMove	the	cursor	to	the	end	of	the	documentCtrl	+	HomeMove	the	cursor	to	the	beginning	of	the	documentCtrl	+	SpaceReset	highlighted	text	to	the	default	fontCtrl	+	1Single-space	linesCtrl	+	2Double-space	linesCtrl	+	51.5-line	spacingCtrl	+	Alt	+	1Change	text	to	heading	1Ctrl	+	Alt	+	2Change	text	to	heading
2Ctrl	+	Alt	+	3Change	text	to	heading	3Shift	+	F3Change	case	of	selected	textShift	+	InsertPasteF4Repeat	the	last	action	performed	(Word	2000+)F7Spell	check	selected	text	and/or	documentShift	+	F7Activate	the	thesaurusF12Save	asCtrl	+	SSaveShift	+	F12SaveAlt	+	Shift	+	DInsert	the	current	dateAlt	+	Shift	+	TInsert	the	current	timeCtrl	+
WClose	documentCtrl+=Set	chosen	text	as	a	subscript.Ctrl+Shift+=Set	chosen	text	as	superscript.	Our	online	services	is	trustworthy	and	it	cares	about	your	learning	and	your	degree.	Hence,	you	should	be	sure	of	the	fact	that	our	online	essay	help	cannot	harm	your	academic	life.	We	are	aware	of	all	the	challenges	faced	by	students	when	tackling
class	assignments.	For	any	academic	help	you	need,	feel	free	to	talk	to	our	team	for	assistance	and	you	will	never	regret	your	decision	to	work	with	us.	Here	there	is	a	form	to	fill.	All	our	papers	are	original	as	they	are	all	written	from	scratch.	If	it	is	an	academic	paper,	you	have	to	ensure	it	is	permitted	by	your	institution.	We	do	not	ask	clients	to
reference	us	in	the	papers	we	write	for	them.	We	accept	payment	through	PayPal	and	debit	or	credit	cards.	Our	essay	writing	services	will	help	you	when	nothing	else	seems	to	be	working	Whenever	students	face	academic	hardships,	they	tend	to	run	to	online	essay	help	companies.	We	have	employed	highly	qualified	writers.	We	offer	assignment
help	on	any	course	We	offer	assignment	help	in	more	than	80	courses.	We	deliver	papers	as	early	as	after	3	hours	of	ordering.	It	is	very	easy.	Yes.	We	have	writers	who	are	native	speakers	and	non-native	speakers.	This	ensures	all	instructions	have	been	followed	and	the	work	submitted	is	original	and	non-plagiarized.	Our	online	assignment	help	is
one	of	the	best	essay	writing	help	in	the	world	as	we	work	with	international	students	from	the	most	prestigious	universities	in	the	world.	You	also	give	your	assignment	instructions.	We	also	have	a	plagiarism	detection	system	where	all	our	papers	are	scanned	before	being	delivered	to	clients.	The	writer	will	confirm	whether	they	will	submit	the
paper	within	the	set	deadline.	You	can	now	pay	for	your	order.	Ensure	you	request	for	assistant	if	you	can’t	find	the	section.	After	filling	out	the	order	form,	you	fill	in	the	sign	up	details.	When	you	employ	one	of	our	expert	writers,	you	can	be	sure	to	have	all	your	assignments	completed	on	time.	You	are	also	sent	an	email	notification	that	your	paper
has	been	completed.	In	case	a	client	want	to	alter	the	instructions,	revision	can	be	done	but	at	a	negotiated	fee.	We	never	send	published	papers	to	clients	nor	do	we	publish	the	papers	after	sending	them	to	our	clients.	You	also	need	to	have	time	for	a	social	life	and	this	might	not	be	possible	due	to	school	work.	We	also	understand	you	have	a	number
of	subjects	to	learn	and	this	might	make	it	hard	for	you	to	take	care	of	all	the	assignments.	We	also	do	not	have	a	database	of	previously	written	papers.	All	our	papers	are	written	according	to	each	customer’s	specifications	by	our	expert	writes	who	are	well	trained	and	have	high	qualifications.	To	ensure	our	writers	are	competent,	they	pass	through
a	strict	screening	and	multiple	testing.	Also,	learn	about	Microsoft	Office	here.Computer	Shortcut	Keys-	MS	Excel	ShortcutsWork	of	shortcutsF2Edit	the	selected	cellF5Go	to	a	specific	cellF7Spell	check	selected	text	and/or	documentF11Create	chartCtrl	+	Shift	+;Enter	the	current	timeCtrl	+;Enter	the	current	dateAlt	+	Shift	+	F1Insert	new
worksheetShift	+	F3Open	the	Excel	formula	windowShift	+	F5Bring	up	the	search	boxCtrl	+	BBold	highlighted	selectionCtrl	+	IItalicize	highlighted	selectionCtrl	+	DFillCtrl	+	KInsert	linkCtrl	+	FOpen	find	and	replace	optionsCtrl	+	GOpen	go-to	optionsCtrl	+	HOpen	find	and	replace	optionsCtrl	+	UUnderline	highlighted	selectionCtrl	+	YUnderline
selected	textCtrl	+	5Strikethrough	highlighted	selectionCtrl	+	OOpen	optionsCtrl	+	NOpen	new	documentCtrl	+	POpen	print	dialog	boxCtrl	+	ZUndo	the	last	actionCtrl	+	F9Minimize	current	windowCtrl	+	F10Maximize	currently	selected	windowCtrl	+	F6Switch	between	open	workbooks/windowsCtrl	+	Page	up	&	Page	DownMove	between	Excel
worksheets	in	the	same	documentCtrl	+	TabMove	between	two	or	more	open	Excel	filesAlt	+	=Create	the	formula	to	sum	all	of	the	above	cellsCtrl	+Insert	the	value	of	the	above	cell	into	the	current	cellCtrl	+	Shift	+	!Format	number	in	comma	formatCtrl	+	Shift	+	$Format	number	in	currency	formatCtrl	+	Shift	+	#Format	number	in	date	formatCtrl
+	Shift	+	%Format	number	in	percentage	formatCtrl	+	Shift	+	^Format	number	in	scientific	formatCtrl	+	Shift	+	@Format	number	in	time	formatCtrl	+	(Right	arrow)Move	to	next	section	of	textCtrl	+	SpaceSelect	entire	columnShift	+	SpaceSelect	entire	rowCtrl	+	WClose	documentKnow	more	about	the		Different	Versions	of	Windows
here.Computer	Shortcut	Keys-	Powerpoint	ShortcutsWork	of	shortcutsEscExit	the	slide	show	and	go	back	to	the	earlier	live	view.Ctrl+KEnter	a	hyperlink.Ctrl+MInclude	a	new,	blank	slide	after	the	chosen	slide.Ctrl+NOpen	a	new,	blank	slide	in	a	different	PowerPoint	program	window.CTRL	+	DDuplicate	the	current	slideCtrl+Shift+>Increases	the
chosen	text	size	by	one	font	size.Ctrl+Shift+
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