Keyboard Shortcuts:

Why is a letter underlined on each of the selections on the menu bar?
Hold the Alt key down and press the underlined letter to open that menu item on the menu bar.  After the menu is open, let go of the alt key and press the underlined letter of the item you want to activate .

Keyboard shortcuts to memorize:
Ctrl – C

Copy
Ctrl – X

Cut

Ctrl – V

Paste

Ctrl – F

Find

Ctrl – S

Save

Ctrl – Z 

Undo

Ctrl – A 
Select all


Ctrl – [

Decrease font size

Ctrl – ]

Increase font size

Alt-Tab

Used to Navigate between open   
 



 programs

