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Tips and Tricks!Tips and Tricks!

Quick and easy ways to make 
your computing life easier…

Take Control!Take Control!

CTRL+ACTRL+A Selects allSelects all

CTRL+CCTRL+C Copies selected objectCopies selected object

CTRL+XCTRL+X Cuts selected objectCuts selected object

CTRL+VCTRL+V Pastes the cut or copied objectPastes the cut or copied object

CTRL+PCTRL+P Opens the print windowOpens the print window

Complete list:
http://www.isisystems.com/m_machine/hotkeys.htm

Customize Spell CheckCustomize Spell Check

Add proper names and frequentlyAdd proper names and frequently--used used 
special words/phrases to your dictionary special words/phrases to your dictionary 
(PowerPoint)(PowerPoint)
Use Auto Correct (Use Auto Correct (studnetsstudnets))
Use abbreviations in Auto Correct (Use abbreviations in Auto Correct (hcsdhcsd))
Auto Correct options can be found in the Auto Correct options can be found in the 
tools menu of Microsoft Office tools menu of Microsoft Office 
applications.applications.

Create Desktop ShortcutsCreate Desktop Shortcuts

Right click on the desktopRight click on the desktop
Select NewSelect New Shortcut, then select Shortcut, then select ““browsebrowse””
to navigate to your targetto navigate to your target
Set shortcuts to programs, documents, web Set shortcuts to programs, documents, web 
pagespages
For fun, change the name of it to something For fun, change the name of it to something 
different (Little different (Little HorsieHorsie))

Know What You’ve GotKnow What You’ve Got

Belarc Personal PC AuditBelarc Personal PC Audit
www.belarc.comwww.belarc.com
Right click on the “My Computer” icon. Right click on the “My Computer” icon. 
Select “Properties” (OS and RAM)Select “Properties” (OS and RAM)
Go to Windows Explorer and right click on Go to Windows Explorer and right click on 
your C drive. HD size, free spaceyour C drive. HD size, free space

Raiders of the Lost DocumentsRaiders of the Lost Documents

Click Start Click Start Search Search Files or FoldersFiles or Folders
Search by name/partial name/Search by name/partial name/
Search by text containedSearch by text contained
Search by dateSearch by date
Search subfolders or case sensitive Search subfolders or case sensitive 
(location varies with OS)(location varies with OS)
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Order in the Window!Order in the Window!

Order lists of documents, folders or emails:Order lists of documents, folders or emails:
By dateBy date
By senderBy sender
By type By type 

Search the WebSearch the Web
BrowsersBrowsers

Internet ExplorerInternet Explorer
Netscape NavigatorNetscape Navigator

Search EnginesSearch Engines
GoogleGoogle
YahooYahoo
MetacrawlerMetacrawler

How to change home page in IE and How to change home page in IE and 
NetscapeNetscape

Right Click WonderRight Click Wonder

Right clicking almost any place, item, icon, Right clicking almost any place, item, icon, 
etc., will pop up a menu that is specifically etc., will pop up a menu that is specifically 
geared to that item. This is a very useful geared to that item. This is a very useful 
shortcut as it offers you the options that shortcut as it offers you the options that 
are available in that window in those are available in that window in those 
circumstances. circumstances. 

Desktop shortcuts! (web, program, file)Desktop shortcuts! (web, program, file)

Online ResourcesOnline Resources

Kim Komando (Kim Komando (www.komando.comwww.komando.com))
Microsoft (Microsoft (http://support.microsoft.comhttp://support.microsoft.com))
Google (Google (www.google.comwww.google.com))
eNatureeNature ((www.enature.comwww.enature.com))

Article:Article:
Seven Ways to Make Living With Windows EasierSeven Ways to Make Living With Windows Easier

Get your operating system to look and work the way you preferGet your operating system to look and work the way you prefer

http://www.pcworld.com/howto/article/0,aid,114821,00.asphttp://www.pcworld.com/howto/article/0,aid,114821,00.asp

Hints for making your pointHints for making your point

Add Hyperlinks to eAdd Hyperlinks to e--mails and onmails and on--line/eline/e--
documentsdocuments
Add effects to paragraphs/selectionsAdd effects to paragraphs/selections

Use         Use         to make your pointto make your point

Screen shots with “print screenScreen shots with “print screen

Final words of Wisdom…Final words of Wisdom…

PracticePractice
ReadRead
ReRe--bootboot
Be flexible and openBe flexible and open--mindedminded


