Computer Time-Savers

Computers are supposed to help us work more efficient by reducing the drudgery, but how much time
do you spend endlessly mouse-clicking? Overusing a mouse can lead to wrist and forearm strain,
something I've never experienced. If you compute as much as | do, you will want to use these healthier
and time-saving keyboard shortcuts. You will spend much less time shifting from task to mouse and back
again.

To take advantage of these shortcuts, you need to familiarize yourself with the 6 Special keys and the
Windows key.

Fig. 1: A US keyboard layout
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Fig. 2: The Special Keys are the Ctrl, Alt, Shift, Caps Lock, Tab and Space bar keys.
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The Windows key comes in two flavors, the flag (Fig. 1) or a flag with
trails (Fig. 2) . On some keyboards, there are two Windows keys, left and right, on others only one.



From the Desktop: to enable a shortcut, hold down the Special or Windows key, and
tab the second key in the combination.

To open the Start Menu — Press just the Windows key to open the Start menu and press
again to close it.

To switch apps —ALT+Tab in Windows, or Command-Tab in Mac OS, lets you navigate
through your current open applications from the keyboard, without using a mouse or
constantly glancing at the Task Bar. To practice, open two applications, and use ALT-Tab
to switch between the two applications.

To cycle through taskbar buttons — Windows + TAB

Minimize all open applications — Press Windows+M on Windows or F11 on a Mac, to
see the desktop. To undo that action, press SHIFT+Windows+M

To display the Desktop —~Windows+D, to undo, press Windows+D again.

To open Explorer, to display your folders and files — press Windows+E. | love this
shortcut, and use it constantly.

Get Help instantly — Windows+F1 opens your computer Help and Support, pressing just
the F1 key in any open application opens its Help. So if you need help with the
computer, use Windows+F1, anytime, but if you’re in Word and need help with Word,
press F1 only.

Find folders or files — Windows+F opens a search box.

Need to see your co mp u § Sgsterh information — Windows+BREAK key open this
dialog box. The Break key is usually above the Numeric keypad, on the right-side.

Want a super secret tip? Find the Application key on the right-side between the
Windows and CTRL keys. It looks like a document, but it’s actually the icon for menu.
Press it to open the same shortcut menu that right-clicking the mouse would. Pressing
the ESC (or Escape) key, upper right-side of the keyboard closes menus.

The best way to avoid wrist strain? Learn to touch type! Ten minutes a day is all you
need to practice. You will be touch-typing 30-40 words a minute with few errorsin a
couple of weeks. Once learned, never forgotten, another benefit.

Visit this link to use an online QWERTY typing tutor for free visit
http://www.powertyping.com/



Susan Guggenheim delivers technical support, training and data services to NW Philadelphia. Visit her
website, www.susanguggenheim-is.com or email her susan@susanguggenheim-is.com for information.
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