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Computer Shortcut Keys

o fgw 31w erféane & 3R Windows 3iX Microsoft Word 3 sf&daTer fohd S1Tar &

Shortcut Uses

Select all file,
text

Ctrl + B Bold
Ctrl + C Copy
Ctrl + D Font Style

Ctrl+ A

I VITEehe hi T ITART
T US T T W1 Hodae L o ford

Y THRL I Alee H & HH T2
I KA T o HH AT
Y B TS T 3 HIH AT 2

Ctrl + E Centralized text ¥ 3% &I @t & o H &7 31dT &

Ctrl + F Find
Ctrl+ G GO TO
Ctrl + H Replace
Ctrl +1 Italic

Ctrl +J Justified
Ctrl + K Hyperlink
Ctrl + L Left alignment
Ctrl + M Indent
Ctrl + N New File)
Ctrl + O Open

Ctrl + P Print

Remove
Ctrl+Q Indent

J I TR HI WIS & HIT AT 2

¥ Fae line, page number, bookmark s comments & S 3 s 311t 8
foreft text =t find =t replace & % foe g =

ot use text =i select & Italic @ & fow gmar 2

fereft paragraph = alignment =t justified s & fore 2rar 21

foreft text =t Select s zaw link (URL) @ % forg grar 7

fereft paragraph = alignment =t Left alignment s & fere 2iar 21
fereft word =t Indent am move % % fow 3w key =T use = 21

% file =1 sm o fore get use fora st 21

File = open & & fow g@ert USe foram it 21
Document =t fiie 33 % fofe gt USe &rar 21

$ST I &M & fodl

Ctrl + R Right alignment f=t paragraph s alignment = right alignment s & fer grar 21

Ctrl+S Save

Ctrl + T Indent

Ctrl + U Underline

Ctrl + V Paste

I8 foret oft w13t o1 save wE & forg use Bt 2

fereft Paragraph s & @rea =1 a1 ¢ 3177 lines = indent & move &4 &
o &R USe BT # |

Text =i select = Ctrl + U & Underline femar st 21

foreft text = file =1 Ctrl + C s Ctrl + X % & =g Ctrl + V @ paste fwan
STTaT 21
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Ctrl +

W File Close MS word File Close = close @ & fow
Cut selected zaaT Use Text =t select &k cut & 31l CUt & & aI1e gadl sTe paste &+ %
Ctrl+ X . N
item fora foram ST =1
Ctrl + Y Scet?gnthe laSt o frer e g Action i ar F ¥ R
Ctrl+Z UnFio the last ot sifam Action st Sered & forg
action
Ctrl +] Font S1z€ Text = Font & aem & o
increase
Ctrl +[ gont size Text = Font = % &)
ecrease

Microsoft Windows = ferg sheaer sitdsre s | Computer
Shortcut Keys for Microsoft Windows

Shortcut Keys  Action Use (swarm)

Xdeows Key + Open Quick Settings TR §X @i % fog

Windows Key + Go to the first icon in the

B taskbar corner Taskbar o weet s 0 T % e
Windows Key + Hide and Display the foreft +ft open wrsa @ direct desktop # S & faw 3ik
D desktop g 36 e H 3T & forg
\éVlndows Key + Open File Explorer wisa Explorer =t @e & fau,
\C/;deows Key + Open Xbox Game Bar W SRl @ler o fog

Windows Key + To activate speech-to-text f

H dictation ferert % fere

Windows Key + Open Setting Panel HfeT 1 @ier & feg

Windows Key + Open the connect quick
K action

Windows Key +
L

Quick Connect e & foe

Lock PC or switch accounts Computer #r Lock # % fere
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Windows Key +
M

Windows Key +
P

Windows Key +
Q

Windows Key +
R

Windows Key +
S

Windows Key +
T

Windows Key +
U

Windows Key +
\Y/

Windows Key +
X

Windows Key +
Up Arrow Key
(1)

Windows Key +
Down Arrow
Key ()
Windows Key +
Right Arrow
Key (—)
Windows Key
+Left Arrow
Key (<)
Windows Key +
Tab

Windows Key +
.or;

Minimize all windows

Presentation display mode

Open Quick Assist

Open Run dialog box

Open Search Assist

Open apps on the taskbar

Open Ease of Access Center

Open the clipboard

Open quick link menu or
context menu

Maximize current browser

Minimize current browser

Maximize the application
and desktop window to the
right side of the screen
Maximize the application
and desktop window to the
left side of the screen

Open Task view

Open Emoji panel

T+t gt gr windows & minimize s & fog

Presentation display mode see % forg

Quick Assist @ie & fa

Run dialog & 1 foret 31=r diveeRi 1 Fuied & @i
werd & example : Windows + R = % a@ 385 ms
word =t @rem & fae winword type #tdar MS
WORD gzt srm

Search s = @ie & fag

Taskbar = gt wieet # s % fog

Ease of Access Center =i @re & fog (St & 319
wieet & text =1 drgst e, wer wahd & 37 desktop
display «ft seet @era =)

Clipboard @ien % ferw

Quick link menu =t @i % forT

foreft TefteRe &l Maximize & & fog

foret TeetteRe™ &l Minimize s % g

Browser window =t Right side @ ster 1 @ fow

Browser window =r Right side @ ater & & fow

Task View 3@ & fag
Emoji panel @@ & fae



Windows Key +
Ctrl+D

Windows Key + Open Magnifier and zoom
Plus(+) in

Windows Key + Open Magnifier and zoom
Minus(-) out

Windows Key +

Add a virtual desktop

Close Magnifier

Esc

Windows Key + Take a screenshot of part of
Shift+ S screen according to you
ALT + Tab Switch between windows
Ctrl + Shift + :

Tab Right to Left on Browser
CTRL + Shift + Task Manager

Esc

Windows Shortcut Keys in Hindi

Virtual Desktop = @ier % fog
Zoom in & & feg

Zoom out & % feg
Magnifier = sig @ = foe

Select = screen =1 screen shot @7 & few
o e & g foer # o % form
smes # gor Tab # Right to Left &t o s % fag

T AR ¥ hege I @ ST T U el i S

MS Excel = ferg shwex vidsre st | Computer Shortcut Keys for

MS Excel

www.thegoodhome.in

Shortcut keys Use (3uatm)
Alt + Shift + F1 T I S % faT

Shift + F3 HiH et @ien & fore

Shift + F5 Fehsfie § 18 off <fie @isH & fag
F11 FAT =1 I & foTw

Ctrl + Shift +; T THT &1 B & T

Ctrl +; ST T 7 <1 7 & forw

Ctrl + K foie Stre & forg

Ctrl + F Fehsfic o 1S off <fist @ism & forg
Ctrl + G M- forehed WieH % fore

Ctrl + B TETEE foT TTT e T Siee T
F2 T T HA i TS A & g

F5 forelt @ & o <1 W ©
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F7

Ctrl + |

Ctrl + Space
Shift + Space
Ctrl + W
Ctrl+H
Ctrl + U
Ctrl+Y
Ctrl+z
Ctrl + F9
Ctrl + F10
Ctrl + Tab
Alt+=

Ctrl +

YIS TR T WA I B o [T

BTgerTse foru Y = w1 gefore i o fog

L HTCH T T FH F T

T fE = o g

AT ol 1€ A & foT

forsheT @IS 3R aIgey & fore

TEATEEE SR hl FSTATH T o foag

TIEATSEE S hl ISTATSH T o foIg

Tt feeite 3 718 foram a1 3 & o fog
FdaT T 1 Bier = & fow

A & =i et o stfreman 0 & fog

a1 a3t | At gelt g5 MS-Excel wisat & st samiaia e & fog
IE aft T A U & o fow

SRIT A ¥ Td0H A § A wftaferd = & fag

Ctrl + (Right arrow) < & et Wit # 9 & ferw

Ctrl + O
Ctrl + N
Ctrl+P

foeed @ie & fag
TETSS @A & g
fte ST sfew @ieH o g

PowerPoint & forg swex vitesre shrst | Computer Shortcut Keys
for PowerPoint

Microsoft PowerPoint & wred @ STt § s X Hehd & TR 3T ST SATAT § SATAT TATGSH Sieal ST © af 364
e % 3Aeht 7es wem PowerPoint siom & fag st shege wiidene i fi=r 21 7% &)

Shortcuts
Keys
Ctrl+Shift+<
CTRL+G
Ctrl+M
CTRL+D
Esc

Ctrl+K

Ctrl+Shift+>
F5
Ctrl+N

Use (3u=)

Reduce the font size of the selected text by one size.

Group things together

Create a new slide just after your chosen slide.

Create a duplicate of your current slide.

Exit the ongoing slide show and it will redirect you to the earlier live view.
When you want to enter a hyperlink use these keys together.

These commands are used to maximize the font size of the selected text by one
size.

With the help of F5, you can start the presentation from the initial slide.

These commands are used in a different Powerpoint software window, create a
new, blank slide.
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