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Shoriculs Keystrokes for Windows, Office, 1.E. and
More

The following list contains shortcuts that can be used all over your computer to save you
time and effort.

The Control Key

:‘Ctl'l *

The Control key is your most powerful ally. Ctrl + some keys will allow you to quickly perform
the most important, useful operations on your computer.

CTRL + A = Select All

CTRL + B = Bold selected content

CTRL + C = Copy selected content

CTRL + V = Paste copied content

CTRL + X = Cut selected content

CTRL + P = Print

CTRL + N = Create a New File

CTRL + S = Save

CTRL + Z = Edit> Undo

CTRL + I = Italicize selected content

CTRL + E = Center selected content (only some apps)
CTRL + Q = Quit active program

CTRL + U = Underline selected content

CTRL + O = Open a file in the active application

CTRL + R = Refresh browser
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CTRL + G = Group selected items into one
CTRL + T = Open a new Browser tab
CTRL + HOME = Top of a document or page
CTRL + END = Bottom of a document or page
CTRL + SHIFT + ESCAPE = Open Task Manager

CTRL + SHIFT + S = Save As
The Windows Key

| -
The Windows or Start key does some very useful tricks.
£7+ E = Opens Windows Explorer
£7+ D = Minimize or Restore all open application windows
£7+ L = Locks your computer (Same as Ctrl + Alt + Del, then Lock button)
£7+ R = Open Run command
£7+ F = Search Files on computer
£7+ U = Open Utility Manager
£7+ F1 = Help Menu
The Alt key is infrequently used, but it has a few gems up its sleeve.
ALT + TAB = Toggle between running applications

ALT + “any letter” = Show quick tasks in menus and toolbars (ALT + F opens the File Menu)
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The Function Keys
F1 = Help Menu
F2 = Rename File / Folder
F4 = Repeat last formatting option in Office
FS = Refresh Browser
F11 = Hide/Restore Browser toolbars
F12 = Print
Windows Explorer Tips
Make shortcuts to your frequently used folders and files
Place shortcuts to your frequently used folders in the Favorites folder (C> Windows>Favorites)
Quickly jump to your favorite
Drag files from Explorer to a document, email, etc.
Drag file attachments from an email or browser to a folder in Explorer
Keep two Explorer Windows open and drag and drop files between folders
Microsoft Office
F4 = Apply the last formatting command
CTRL + Z = Undo last action
CTRL + Y = Redo the action that was Undone

Right click on text to show formatting options. (Office 2007 & 2010)
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Internet Explorer Shoricuts
These shortcuts will work in any browser on Windows.

Backspace = Go to the previous page
ALT + ¥9=Go to the previous page

ALT + “¥'=Go Forward a page

F5 Key = Refresh Browser

CTRL + R = Refresh Browser

CTRL + T = Open a new Browser tab

CTRL + Click a link = Open link in a new tab

SHIFT + Click a link = Open link in new Browser window
F11 = Hide/Restore Browser toolbars/menus

Right Click to copy or save an image

Scroll Wheel Click on a link to open it in another tab
Scroll Wheel Click on a tab to close the tab

Drag a tab out of the window to open that tab in its own window

Drag a tab from one browser to another to open the page in a different Browser
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Right Click Options

|

Right Click '

If you are in ANY application and are looking for a quick way to get something done, try the
Right Click trick. Right clicking usually opens up a menu with several convenient options in
most software. This is a lifesaver lots of times.

When in doubt, Right Click!
Alt Key Options

L

Alt key G';

If you are in ANY application and are looking for a shortcut for any menu or button, try the Alt
key. This will place letters and number over buttons and menus on your screen. Pressing Alt + a
letter will run that command.
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Using Shoricuts to Increase Speed and Convenience

Creating a Shoricut to any Folder
Open Windows Explorer (Windows Key + E)

Go to the My Documents folder.
iy boments

| Fle Edt View Favorites Tools Help

J @Batk v J v 1? | [ f ﬂ( ‘ /:) Search ‘;‘_‘ Folders e‘. ‘ = | I x n ‘g HLlnks [22) Clarity Training () 2009 TRN |

JAddress IU My Documents

Folders X | Name | size|Type « | Date Modified |
@ Desktop @Admlmstran\:e Documents File Folder 7/13/2010 3:39 PM
= E]a My Documents [g2) Camtasia Studio File Folder 3_{39/2010 12:13PM
&2 Administrative Documents | 827 NMGMT_Training File Folder 7/1/2010 10:00 AM
{52 Camtasia Studio My eBooks File Folder 7/13/2010 3:35PM
§2) Fin_MGMT _Training ey Music File Folder 2010 3:48 PM
[§2) My eBooks Eﬁ’vw Pictures File Folder 6/23/2010 3:43PM
& My Music My PSP Fies File Folder 11/10/2008 3:08 PM
62 My Pictures Gy shapes File Folder 4/16/2010 4:52PM
§2 My PSP Files B3y videos File Folder 10/13/2008 9:47 AM
lﬂ My Shapes [gDPresentations File Folder 7/13/2010 3:33PM
25 my videos @ JRECYCLER File Folder 6/16/2004 3:30 PM
2 Presentations [ Text Files File Folder 7/13/2010 3:33 PM
{5 RECYCLER - desktop.ini View +:2c<=fiquration Settings 6/23/2010 3:47PM
6D Text Files | Thumbs.db " |BaseFie 2'{2"‘20 10 5:07 PM
® 9 My Computer Arrange Icons By » psoft Office Excel 97-2003 ...  4/12/2006 9:2% AM
\3 My Network Places Righ[ Click Refresh te Desktop Connection 4_{25/2008 11:58 AM
# Recyde Bin H D S 7/13/2010 3:57PM
Y ere
D ADI Training aste Shorteut
'g A‘SAP - Undo Delete Ctrl+z
I Elaine's Stu —_—————
© EeamegeT C I
(2D New Folder Properﬁes— ‘
|2 sharePoint
|2 Uploads fice Access 2007 Database
ﬁ Briefcase
3 Bitmap Image

Right click in the white area of the My Documents folder and select New> Shortcut
from the menu.

The Create Shortcut wizard will open.

createshorton:___———— NI

This wizard helps you to create shortcuts to local or
network programs, files, folders, computers, or Internet
addresses.

Type the location of the item:

I | Browse... |

Click Next to continue.

= Back | Mext > | Cancel I

Click the Browse button to locate the destination folder for your shortcut.
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orowserorroider R S RSk

Select the target of the shortcut below:

) Tax _:_I
o™
B & Training
|2 Articles
= cpes
|2 FIS Learning Lab
|2 LMS Upgrade
(2D Logistics J
|2 PMO Skills Inventory
\D Security
B (D) Training Materials
cl=)
|2 Clarity 7.0 changes
# () Consolidations
|2) Course Material - Clarity Forecast 2007
) GRAw 6.5
©na
I RBC LI

M rae

Make New Folder Cancel |

Drill down to your folder and click the OK button.
You will see the path to your folder.

centeshortonr N

This wizard helps you to create shortcuts to local or
network programs, files, folders, computers, or Internet
addresses.

Type the location of the item:

I \Training\Training Materials\Clarity™ Browse... |

Click Next to continue.

< Back I Next = I Cancel

Click the Next button.

Give your folder a name.
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Select a Title for the Program Al x|

Type a name for this shortcut:

Click Finish to create the shortcut.

< Back I Finish I Cancel I

Type the name and click the Finish button.

The wizard will close and you will see your new shortcut in the folder where you started
(My Documents).

J File Edit View Favorites Tools Help

J Qe - Q- (¥ | F | ) search |(tij Foiders 46%) | I3 3 X 9 2 HLinks =F

J Address ID My Documents

Folders X | Name | Size Type 4

(@ Dpesktop [g Administrative Documents File Folder

= {52 My Documents [8D Camtasia Studio File Folder
[§2 Administrative Documents [§3Fin_MGMT_Training File Folder
[§2) Camtasia Studio [5My eBooks File Folder
[§2) Fin_MGMT _Training ey Music File Folder
(52 My eBooks My Pictures File Folder
& My Music [§)My PSP Files File Folder
3 My Pictures My Shapes File Folder
{5 My PSP Files BBy viceos File Folder
Hﬂ My Shapes [gDPresentations File Folder
1B My videos @ JRECYCLER File Folder
[§2) Presentations [ Text Files File Folder
{62 RECYCLER @+ desktop.ini 1KB Configuration Settings
62 Text Fies @/ Thumbs.db 13KB Data Base File

') My Computer B excel_macros.xis 14KB Microsoft Office Excel 97-2003 .

‘d My Network Places - 2KB Remote Desktop Connection
2 Recycle Bin 'n 0KB File

Double click your new shortcut to jump to the target folder.

@ G:\2010 FIS Projects\Training\Training Materials\Clarity

[ Folders &%) ‘ & 3 X B @ HLinks (32009 TRN () 2010 Training

ddress [ G:\2010 FIS Projects \Training\Training Materials\Clarity

() Hardware Replacement Prca

>
(=) Course Material - Clarity ) e
Conslidations 'J CourseNeter: 'J G8AWE.5
2 Infrastructure POC
2 Korea IFRS

J
22 Monitoring // NI // REC // Upload Templates
[ Ops Visioning L L L
2 Orade &1

( |/l Tax ( |/I Clarity 7.0 changes

[Z) PASS Redesian
() PatchReleaseStrategy

) nsancal
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Adding Shortcuts to your Links Toolbar and Favorites

List

You can use shortcuts in other places too. The Links Toolbar is a very convenient

place. Start by turning this toolbar on.

Click View> Toolbars> Links

J File Edit | view Favorites Tools Help
| O e TR i s 2
J O e yroces €9 | | 9 X M) |2
J Address ID Explorer Bar
Folders Thumbnails | Size | Type =~
@DeTop Tiles Lock the Toolbars ents File Folder
= @ IFons Customize... F?Ie Folder
£ Ad List File Folder
£ ca ® Details )My eBooks File Folder
& @My Music File Folder
amw————— @My Pictures File Folder
@ My Choose Details... DMy PSP Files File Folder
Kﬂ My GoTo » My Shapes File Folder
£ My, Refresh @My Videos File Folder
- [go)Presentations File Folder
My Shapes -
TR = RFCYCIFR File Falder

You will see any existing links (shortcuts) in the Links Toolbar.
TR

|| Fle Edt Vew Fevortes Tods Hep
Qe - ©Q - ¥ | F ¥ | /OSearch |[C Folders @‘ > 3 X 9 2 TLinks () 2009TRN () 2010 Training

| Address [{3) My Documents

Folders x | MName | size|Type ~ Date Modified

@ Desktop [§2) Administrative Documents File Folder 7/13/2010 3:39PM

= ) My Documents {32 Camtasia Studio File Folder 3/30/2010 12:13PM
52 Administratve Documents | BTN MGMT_Training Fie Folder 7/1/2010 10:00 AM
) Camtasi Studio EEMV eBooks File Folder 7/13/2010 3:35PM

Now, you can add your new shortcut to the Links Toolbar.

Jo I6 NS =Tk
Fie Edit View Favorits Tools Help —_— | '
Qe - © - (¥ | F | Pseon ‘\f races ) | [ (37 X 9 [2) (Hmks ) 2009TRN DZO\Tranmg (5 AR Testing N
Address [ My Documents N\ - TR J 2> [
Folders x | Name | M oo Modficd [
@Deskmp— @:\Adm(msuanve Documents File FoldeW® 7/13/2010 3:33 PM
2 ) My Documents [pIcCemtasia Studo FieF 3/30/2010 12:13PM
§2 Administrative Documents | B2 7" -MGMT Training g flcer 7/1/2010 10:00 AM
62 Camtasia Studio My eBooks e Folder 7/13/2010 3:35 PM
B2 Fin_MGMT_Training My Music & Fie Folder 6/23/2010 3:48 PM
£2 My eBooks iy Prctures Fie Folder 6/23/2010 3:48PM
& My Music My PSP Files P File Folder 11/10/2008 3:03 PM
S8 My Pictures vy shzpes . 16/2010 4:52PM
62 My PP Fies By viceos v Drag the Shortcut to the [B/13/2008%:47 a4
3 My shapes [DPresentatons 4 Links toolbar 13/2010 3:33PM
8 vy videos 5 RECYCLER ,/ 16/2004 3:30 PM
52 Presentations [BITextFles ’ FIEFo0e" 13/2010 333 P
62 RECYCLER [+ desktop.ini 2 1KB Configuration Settings 6/23/2010 3:47PM
2 TextFies m | Thumbs.db V4 13KB Data Base File 2/2/2010 5:07PM
9 My Computer excel_macros.xis o 14KB Microsoft Office Excel 97-2003 ...  4/12/2006 8:23 AM
Qa My Network Places 2KB Remote Desktop Connection 4/25/2008 11:58 AM
2 Recycle Bin ‘ 1KB Shortcut 7/13/2010 3:57PM

Click on your shortcut and drag & drop it on the Links Toolbar.
Now, if you click the link, it will open up a new Explorer window to that folder.

You can also access the links from the Favorites dropdown list.
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@ My Documents

Fle Edt Vi ofs Heb A
@ Back ~ AddaSaforites... _ji x Q @ JLinks €c|arityTraining bmsm« ) 2010 Training >
Organize Favorites... .
| Adaress [i3) my Doct > e
D genefis € Sze [T [ Date Modified |
Folders . ize = lodifies
»
[ Dictionaries File Folder 7/13/2010 3:38 PM
(@ pesktop . —
E () My Docume =

3/30/2010 12:13PM
" Clarity Trainin / .

52 Camtasia €= Location: G:\2010F1sprd  Shortcut is available in
62 Fin_MaMT, () Research 4
g - both places.
52 My eBooks () Sametime » ) AR Testing
& My Music () Utiites

» f) ENT INIT
68 My Pictre: ) s peference Index
=iy

4/16/2010 4:52PM
I File Folder 10/13/2008 9:47 AM

Click Favorites> Links to see the link that you just dropped on the Links Toolbar.
Click on this link to open that folder in the current Explorer window.
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Using Shortcuts when Saving or Opening Files

When you try to save a new file or open an existing one in Microsoft Office, it defaults to
the My Documents folder.

Save a copy of the document
@,‘ & Word Document
~—— | Save the file as a Word Document.

WJ Word Template
= Save the document as a template that can

be used to format future documents.

qu Word 97-2003 Document

=| Save a copy of the document that is fully
compatible with Word 97-2003.

W iy OpenDocument Text
s | Save the document in the Open Document
Format.

PDF or XPS
5 Publish a copy of the document as a PDF or

XPS file.

=—] Other Formats
Open the Save As dialog box to select from

/' Publish all possible file types.

j‘
=
A
B e
=

g

J Close

(2] word Options l X Exit Word
- Refresh

Now, you're just one double-click away from your linked folder.

@ vesiion
My
5 Do

eeeeeeeeeeee

e
e e B
= o |

This will save you lots of time down the road.
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Using Shoricuts to Increase Speed and Convenience

Creating a Shoricut to any Folder
Open Windows Explorer (Windows Key + E)
Go to the My Documents folder.

8 ypocuments
| Fle Edt vew Favorites Toos Help
J Qe -Q - (¥ ‘ § ¥ ‘ ) search ‘ [ Foders ) ‘ 3 3 X B9 3 ILinks ) Clarity Training () 2009 TRN.
| adaress [23 my Documents
Folders x | Name | size | Type ~ | Date Modified |
@oeon | BAdminstatie Doauments Fie Folder 7/13/2010 3:38 PM
o (& iy Doens 52 Camtasia Studio Fie Folder 3/30/2010 12:13PM
= @ Administrative Documents [§DFin_MGMT _Training File Folder 7/1/2010 10:00 AM
& 9 Catasia Studo [2My eBooks Fie Folder 7/13/2010 3:35PM
® Dij Fin_MGMT_Training @My Music File Folder 6/23/2010 3:48 PM
2 My eBooks My Pictures File Folder 6/23/2010 3:43PM
@ @ My Music My PSP Files File Folder /
® ) My pictures My Shapes File Folder
1 My PP Fles By viceos File Folder
5] My Shapes [gPresentations File Folder
& 9 vy vicess §RECYCLER Fie Folder 6/16/2004 3:30PM
@ @ Presentations D Text Files File Folder 7/13/2010 3:39PM
B 5 RECYCLR g desktop.ini e 3 fauration settngs 6/23/2010 3:47PM
B ) TextFies i Thumbs.do Sase File 2/2/2010 5:07PM
= i My Computer Arrange Icons By » psoft Office Excel 97-2003 ...  4/12/2006 9:29 AM
& vy Netvork laces Right Click Refresh te Desktop Connection 4/25/2008 11:53 AM
= put 7/13/2010 3:57PM
# Recycle Bin Here
© Ap1 Training i S
B Q Asap UndoDelete  Ctl+Z
D Elaine's Stuff ‘ —
S seomwrrr X
(2 New Folder Properties
D sharePoint
© Uploads \ccess 2007 Database
& Briefcase
[~ Bitmap Image

Right click in the white area of the My Documents folder and select New> Shortcut
from the menu.

The Create Shortcut wizard will open.
AR x|

This wizard helps you to create shortcuts to local or
network programs, files, folders, computers, or Internet
addresses.

Type the location of the item:

I [ Browse... |

Click Next to continue.

< Back | [dext > I Cancel I

Click the Browse button to locate the destination folder for your shortcut.
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Al 21

Select the target of the shortcut below:

12 Tax ;l
o ™s
B [ Training
I Articles
© cres
|2) FIS Learning Lab
|2 LMS Upgrade
|2 Logistics _J
IC2) PMO Skills Inventory
|2 Security
= ) Training Materials
= O
|2 Clarity 7.0 changes
|2 Consolidations
|2) Course Material - Clarity Forecast 2007
D csawse.S
N
[ RBC
=

A T

Make New Folder | Cancel

Drill down to your folder and click the OK button.
You will see the path to your folder.

NI

This wizard helps you to create shortcuts to local or
network programs, files, folders, computers, or Internet
addresses.

Type the location of the item:

I ts\Training\Training Materials\Clarity™ Browse... |

Click Next to continue.

< Back I Next > I Cancel

Click the Next button.

Give your folder a name.
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Clarity Training

Click Finish to create the shortcut.

< Back I Finish I

Cancel I

Type the name and click the Finish button.

The wizard will close and you will see your new shortcut in the folder where you started

(My Documents).

ents

JFle Edit Tools Help

View Favorites

J@Back - O v [’ l [‘f j‘ | /ijeardﬂ m:' Folders @| \‘*

3 X 9 g

HLinks 22

J Address ID My Documents

| size|Type ~

Folders x | Name
@ Desktop (82 Administrative Documents
& {5 My Documents [§2) Camtasia Studio

g2 Administrative Documents [§DFin_MGMT Training

[g2) Camtasia Studio gM‘/ eBooks

{62 Fin_MGMT _Training s My Music

52 My eBooks My Pictures

& My Music @My PSP Files

§8) My Pictures My ?hapes

{52 My PSP Files BBy videos

i3 My Shapes [§Presentations

m My Videos [ JRECYCLER

[§2) Presentations [§DText Files

{§2) RECYCLER @ desktop.ini

[ Text Files w0 Thumbs.db
3 My Computer [excel_macros.xis
‘3 My Network Places

n Clarity Training

# Recycle Bin

File Folder

File Folder

File Folder

File Folder

File Folder

File Folder

File Folder

File Folder

File Folder

File Folder

File Folder

File Folder

Configuration Settings

Data Base File

Microsoft Office Excel 97-2003 .
Remote Desktop Connection
File

1KB
13KB
14KB
2KB
0KB

Double click your new shortcut to jump to the target folder.

@ G:\2010 FIS Projects\Tr:

\Training Materials\Clarity

Foiders {2)

F 3 X 9 2

H Links () 2009 TRN () 2010 Training

=
) Herdware Replacement Prca, '/I Consoldations

(2 Infrastructure POC
() Korea IFRS N
: NIT
|
] rax
l

Forecast 2007

(2 Monitoring

(2 Ops visioning

) orade B!

() PASS Redesign

D PatchReleasestrategy

AL

Course Material - Clarity

Clarity 7.0 changes

./I GaAwE.S
.J Upload Templates
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Adding Shortcuts to your Links Toolbar and Favorites
List

You can use shortcuts in other places too. The Links Toolbar is a very convenient
place. Start by turning this toolbar on.

Click View> Toolbars> Links

@ My Documents

J File Edit | view Favorites Tools Help
Toolbars 4 v Standard Buttons ‘ b i
N ooba: ) s 2
J (€ Status Bar s roders €2 | [ 30 X ) |2
J Address IB Explorer Bar
Folders Thumbnails —— | size [ Type =
= . .., | Ties Lock the Toolbars ents File Folder
@ Desktop 7 —— - [
= @ Fons u.s mize... - File Folder
@ Ad List Fin_MGMT _Training File Folder
£ cs ® Details [gMy eBooks File Folder
~ &) My Musi i
& Fin [ Aange icons By > @I y I .u5|c Ffle Folder
@ My——————————— @My Pictures File Folder
~ Choose Details... [§)My PSP Files File Folder
& my
i Go To » My Shapes File Folder
2 my i
0 My Refresh @My Videos File Folder
My Shapes [go)Presentations Ffle Folder
B | = JRFCYCIFR File Folder

You will see any existing links (shortcuts) in the Links Toolbar.

il - (0] x]

JFiIe Edit View Favorites Tools Help

Jeﬁad( - O Ve [’. | \‘,\f j‘ ‘ /L’jSeard'! IE Folders @

| address [{3 my Documents

5 3 X 9 2 'JLinls (2009 TRN ) 2010 Training

Folders X | Name | M a | Date Modified
@Desktop— {5 Administrative Documents File Folder 7/13/2010 3:39PM
= ) My Documents g2 Camtasia Studio Fie Folder 3/30/2010 12:13PM
62 Administrative Documents [GIFin_MGMT _Training File Folder 7/1/2010 10:00 AM
@ Camtasia Studio @MV eBooks File Folder 7/13/2010 3:35PM

Now, you can add your new shortcut to the Links Toolbar.

@ My Documents pal (sl al ] - (O] x|
| Fle Edt view Favorites Tools Hep ‘ 7
= - - — -
- o > VS f \ -
J Qo - Q- (¥ ‘ F ¥ ‘ /:)Sea(d\ [ Folders Q‘ & 3 X Y 2 HLmks [ 2009 TRN azu"rrammg ) AR Testing
| adaress [3) vy Documents \, J I B8e
Folders X | _Name | sze|Type ~ " [ Date Modified 1
@ Desktop @Admmlsh’aﬂve Documents File Folded 7/13/2010 3:39PM
& ) My Documents [g) Camtasia Studio Fle 3/30/2010 12:13PM
£ Administrative Documents || B7n_MGMT_Training g folcer 7/1/2010 10:00 AM
&) Camtasis Stucio E2My eBooks #iE Folder 7/13/2010 3:35PM
§2 Fin_MGMT_Training gy Music & Fie Folder 6/23/2010 3:48 PM
£ My eBooks BIMy Pictures 4 Fie Folder 6/23/2010 3:48 PM
& My Music [52My PSP Files ’ Fie Foider 11/10/2008 3:03PM
&2} My Pictures My shapes 2 16/2010 4:52PM
52 My PSP Files BBy videos / Drag the Shortcut to the  [p/13/2008:47 a4
& My Shapes [Presentations s Links toolbar 13/2010 3:33PM
{8 My videos @ JRECYCLER / 16/2004 3:30 PM
52 Presentations B Text Files ,’ "o 13/2010 3:39 PM
£ RECYCLER ¥ desktop.ini Y 1KB Configuration Settings 6/23/2010 3:47PM
£ Texties i Thumbs.db P 13KB Data Base Fie 2/2/2010 5:07PM
8 My Computer Blexcel_macros.is 4 14KB Microsoft Office Excel 97-2003 ... 4/12/2006 3:23 AM
&3 vy Network Places 2K8 Remote Desktop Connection 4/25/2008 11:58 AM
# Recydle Bin ‘ 1KB Shortcut 7/13/2010 3:57PM

Click on your shortcut and drag & drop it on the Links Toolbar.
Now, if you click the link, it will open up a new Explorer window to that folder.

You can also access the links from the Favorites dropdown list.
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HiEalw -10) x|

Q-

Organize Favorites...
Address [{23 my Doct

| Type =

| Date Modified |

I Benefits »
ioides (2 Dictionaries g N
(@ Desktop
& 53 My Docume:
52 Adminis

@ [g) Camtasia & = o
|2 Fin_MGMT_ ) Research >

Fie Folder 8

52 My eBooks () Sametime » ) AR Testing
G My Music D) Utiities » [) ENT INIT

I My Picture: :
s ] MY PIChr€! ) Css Reference Index |' "Fle Folder

ed Shortcut is available in
both places.

7/13/2010 3:33 PM
3/30/2010 12:13PM

4/16/2010 4:52°PM
10/13/2008 8:47 AM

Click Favorites> Links to see the link that you just dropped on the Links Toolbar.

Click on this link to open that folder in the current Explorer window.

Using Shortcuts when Saving or Opening Files

When you try to save a new file or open an existing one in Microsoft Office, it defaults to

the My Documents folder.

Save a copy of the document

i 3y Word Document
=—| Save the file as a Word Document.

Ww ] Word Template
=— | Save the document as a template that can

be used to format future documents.

= @] Word 97-2003 Document
& Save As | b Save a copy of the document that is fully
compatible with Word 97-2003.

@ print » | w2 OpenDocument Text
=| save the document in the Open Document
Format.

i% Prepare  » ;; PDF or XPS

Publish a copy of the document as a PDF or
XPS file.

g s
Other Formats

‘ﬁ Open the Save As dialog box to select from
publish  » all possible file types.

=

_T Close

23 word Options [ X Exit Word
= Refresh

Ui Fr B B BT BT

Now, you're just one double-click away from your linked folder.

fo I SEIA B
= = ©- 3% i~
Flegame:  [Cresting a Shorteut to any Foder.coox |
Save s e [ord Docment 2000 |
—T =

This will save you lots of time down the road.
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Using Two Monitors on your Computer

If you have a laptop, or a desktop with a dual-port video card, you can stretch your
desktop across two monitors. This is an extremely easy way to boost your productivity
when working with multiple documents and applications.

Frequently, you need to constantly jump back and forth between multiple windows on
your computer. This becomes confusing, because one of the windows is always hidden
behind the other. When you need to make comparisons or analysis, it is easy to miss
small details.

Why not have two monitors and view both windows side-by-side at the same time, like
you would do if you were comparing two printed documents.

This is a very quick and easy process.
What you will need:

*  One external monitor
* One laptop
e  Two minutes

Optional: If you have a desktop, you can still do this. You will need to get two external
monitors and make sure that you have a dual-port video card. The diagram below
shows what a dual-port video card will look like on your computer.

-1} 1 11]
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Start by plugging the external monitor into your laptop’s monitor port.

Monitor Port on
T61 Thinkpad

Turn on your computer and log in.

Configuring Your Settings

Minimize any software that you have open until you see your desktop.

Right click on your desktop to open an options menu.

Arrange Icons By >
Refresh

Paste
Paste Shortcut

Graphics Properties...
Graphics Options »

>

Select Properties from the options menu.

The Display Properties menu will open.
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T S AL 21 x
Themes I Desktopl Screen Savell Appearan
A theme is a background plus a set of sounds, icon and other elements
to help you personalize your computer with one click.

Theme:
Modified Theme j Save As... I Delete I

Sample:

Active Window

MNormal Disabled  Selected

Window Text

ok ([ Coed | ie |

There are five tabs on this menu. Click the Settings tab.

The settings tab will allow you to control how the monitor(s) on your system work.

i 2]
Themesl Desktopl Screen Saverl Appearance  Settings I

Drag the monitor icons to match the physical arangement of your monitors.

Display:
|1. Plug and Play Monitor on Mabile Intel(R) 965 Express Chipset Family j
Screen resolution ————— [~ Color quality
bess ——— | Mo | [iighest (32 bif |
Voo £
1280 by 768 pixels I '\ 'm

¥ | Use this device as the primarny monitor.
¥ | Eztend mysw/indows desktop onta this monitor,

|dentify | Troubleshoot...l Advanced |

oK I Cancel I Apply |

If you have the external monitors hooked up, you will see two boxes in the top portion of
the menu. (Numbers 1 and 2 represent your two monitors.)

By default, they will both have the same exact information. This is so that if you ever
hook up a projector, you and the audience will see the same thing.

Spilt the Two Monitors

Now, you want to make the second (external) monitor act independently of the laptop’s
monitor.
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Click on the “2” icon to view and edit the second monitor’s settings.
Display Properties \7A|'Bll]£]

Themesl Desktopl Screen Saver| Appearance  Settings I

Drag the monitor icons to match the physical arrangement of your monitors.

Color quality
| Highest (32 i) =l
I "o "=
e this device as the primary monitor.
stend my Windows desktop onta this monitor.
|dentify I Troubleshoot... | Advanced |

0K I Cancel I Apply I

The last checkbox at the bottom of the screen will allow you to split the monitors in two. Check the
Extend my Windows desktop onto this monitor checkbox.

Do not close the Display Properties menu yet.
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Arranging the Monitors to Match their Physical Locations

Depending on how you have your laptop and monitor positioned on your desk, you may
need to adjust the arrangement on screen.

By default, the laptop’s monitor (1) will be to the left of the external monitor (2). If you
don’t have your desk set up this way, you will need to click and drag them to match your
setup.

als 20

Themesl Desktopl Screen Savel' Appearance  Settings I

Drag the monitor icons to match the physical arrangement of your monitors.

Display:
2. Plug and Play Monitor on Mobile Intel(R) 965 Express Chipset Family j
Screen resolution ———— [~ Color quality
s — More || [Highest (32 bit =]
LR RN
1280 by 1024 pisels "IN "o "=

[~ Use this device as the primary monitor.
[V Extend my Windows desktop onto this monitor.

|dentify l Troubleshoot...l Advanced |

0K I Cancel | Apply |

Identifying your Physical Monitors

You can always see which monitor is which by clicking the Identify button at the

bottom of the Display Properties menu.

Als 2]
Themes | Deskiop | Screen Saver | Appearance Settings |

Drag the monitor icons to match the physical arrangement of your monitors.

21

|2. Plug and Play Monitor on Mobile Intel(R) 965 Express Chipset Family j

Display:

1280 by 1024 pikels I = =m

I~ Use this device as the primary monitor.
[V Extend my Windows desktop onto this monitor.

Screenresolution —— ) [ Colorqualty —————
F—ess J— bk ’ilHighest (32bit |

|dentify | Tmubleshool...l Advanced |

0K I Cancel | Apply |

A giant number 1 and 2 will appear on each monitor for identification purposes.

Page 23 of 27



\
M-C.M/

Windows & Office Productivity Tips Nourish Your Mind

Displey:
[2.Ptug and Play Manitor on Mokile InelfR) 365 Express Chipset Family |

Color quality.
{ Highest (32 bit) B

o this mor

rior.
(' dentiy | Yiroubleshoat . | Advanced

oK Cancel Apply
= oo [ omnc  [MEocU00@ESE tem |

Moving Applications Between Monitors

Now that you have both of your monitors set up and working properly, you can separate
windows into whichever one is most convenient.

You cannot move a window if it is maximized on one monitor. You will need to “un-
maximize” the window before it can be moved.

=10l
X|

Click the button to un-maximize the window.
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Fle Edt View Favortes Tools Help

Qe - © - [¥] [2] B {5 gigravntes [0 semen _
Address [ &) http:fintranet-nif Bl |unks ?| @ (&)
2.

-
|»

d Click and drag the "Title
{ Bar" atthe top of a window
to move from one monitor to
the other.

gty Click the middle button
eweend  £O "UN-minimize’ the
;paper

screen.

Drag the bottom corner
of the screen to resize.

[T S tocalimtranet

Click on the Title Bar at the top of the window and drag it from one monitor to the
other.

Click and drag the bottom corner of the window to resize it, or just click the
button to re-maximize the window.

Final Step: Sit back and bask in the glory of your super-terrific multi-monitor
wonderland.
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Controlling Another Computer Using RDP

You can use the Remote Desktop Connection software on your computer to connect
to another computer. Once the “remote computer” has been set up to allow you to
connect, you can use the steps below to connect to and control the remote computer.

Open the Remote Deskiop Connection Software

You can launch the Remote Desktop Connection software just like any of the other
programs on your computer.

Click Start> Programs> Accessories> Communications> Remote Desktop
Connection

[ > HyperTerminal
» & Network Connections

IT) Advanced Client Scheduler 3.0 (Rev. &) sShEnkezkainn -
) ASAP Utilities » ) System Tools

» %) Network Setup Wizard
|T) AT&T Global Network Client 5.08.2 (Rev. A) » ) Address Book
I Camtasia Studio S » & Calculator
l@ CCleaner » Command Prompt
,@ @i TS Ets I ERE ) Y 3 i) 1 run applications as i yuﬁf:f;osﬁtfir:gma‘: irt?zglt'lesl?sti
) Citrix ICA Client » Y Paint
) Citrix ICA Client 1.0 (Rev. B) » @) Program Compatibilty Wizard
l@ Clarity Systems 6.0 (Rev. &) » @ Synchronize:
) Fiberlink » & Tour Windows XP
@ FileBox eXtender » (_‘3 ‘Windows Explorer
IT) 18M Content Packager 1.0 » (4 wordpad

|7 18M Learning Content Packager » jobe Stock Photos
l@ 1BM Simulation Producer » @ Apple Software Update
_77)_IBM USB-Serial Driver » | (& cCleaner

The Remote Desktop Connection software will open.

".3 Remote Desktop Connection

Computer: kcxbB0 ;I
Connect I Cancel | Help | Options >>|

Type the name of the computer to which you are connecting in the Computer field.

Click the Connect button.
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The Log On menu will open.

|[#) Docments —.

@ somcans..| Guhctsot- | [ copenc  RE e DODES G nsean

staet] (@) Ovitopher .| &) Frence doghc. | )y Conpurr | 8 enterprse e,

Type in your ID and password, and then click the OK button.

You will be logged into the remote computer inside of a window on your computer.

You can minimize the “remote computer’s” window to access your physical computer
using the menu at the top of the remote computer’s window.

riam| Povmsate | 8 rewcoksore | Cywimons | & tnwee v ) bmarments - & Shuar G | mhcoi.. | preee— CACESY LY E ¥ NPT
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