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· Window + E 

Opens Windows Explorer

· Window + D

Show Desktop (Window + D Re-Opens Windows)

· Window + M

Minimize all open windows – Show Desktop

· Window + L

Lock out your PC (Same as Ctl+Alt+Del, Lock PC)

· Window - L- L
(One finger) PC (Windows XP)

· Window -U - U
(One finger) PC (Windows XP)
· Ctrl + ;


Insert Today’s Date (Excel & Access only)

· Ctrl + :


Insert System Time (Excel & Access only)

· Ctrl + ‘


Copy contents of previous cell/field (Access & Excel)

· Ctrl + Z

Undo

· Ctrl + Y

Re-Do

· Ctrl + C

Copy

· Ctrl + X

Cut

· Ctrl + V

Paste

· Ctrl + A

Select All

· Ctrl + F

Find

· Ctrl + H

Replace

· Ctrl + G

Go To

· Ctrl + P

Print

· Ctrl + S

Save

· Ctrl + F1

Task Pane

· Ctrl + K

Hyperlink
· Ctrl + 1

(The 1 over the Q) Format Cells (Excel)

· Shift + F1

Reveal Formatting (Word)

· F1


Help (All Office Products)

· F7


Spell Check (All Office Products)

· F5


Slide Show (Power Point) – Refresh (Explorer)
· Shift + B

Blackout Slide Show (Standby) Shift + B again to start
