
S
ee

 s
ha

de
d 

in
st

ru
ct

io
ns

 o
n 

ba
ck

 fo
r 

cu
st

om
iz

in
g 

of
 b

lu
e 

sh
ad

ed
 F

 k
ey

s 
an

d 
sh

or
tc

ut
s.

�
w

w
w

.e
kh

ov
id

eo
s.

co
m

�
�

(XP, 2K) 

BEGINNER'S TIPS: (Type at CMD.EXE Prompt)

NET COMMANDS

NET USE to see all current connections.

NET TIME \\computername /set

NET VIEW  to see connected computers

Ctrl G
Expand Explorer column widths:
To check current user's name:
To copy only latest file changes:
To check current network drive names: 

                    (Use    on number pad)
SET
XCOPY  C:\PATH\*.*  D:\PATH /D
NET USE

�
PgDn

Ctrl

Ctrl Home
� ç

*

NET HELP command

NET PRINT   \\computername\sharename

(DOS Prompt)

NET START/STOP service

F8

HELP

PgUp

Tab

EKHO
STRIP

EKHO
STRIP

Down / Up One Screen
Beginning / End of Document

Switch Documents

End

HomeBeginning / End of Line End

�Down / Up One LineNAVIGATE

DIAL UP 
NETWORKING

Expand / Collapse Folder
Go To Folder
Expand Folder / Columns
ON BOOTUP - START OPTIONS

EXPLORER/MY COMPUTER

TILE 
VERTICALLY

CASCADE 
WINDOWS

CHARACTER
MAP

CLOSE 
PROGRAM

RENAME 
OBJECT

FIND 
OBJECT

OPEN DROP 
DOWN LIST

REFRESH 
WINDOW

SWITCH 
PANES

IMAGING

CALCULATOR

CLIPBOARD NOTEPAD WORDPAD

TOGGLE 
WINDOWS EXCEL WORD

POWERPOINTOUTLOOK

F7

DVD
PLAYER
MEDIA

PLAYER
COMMAND 
PROMPT

CD 
PLAYER

F9

BROWSE 
MENU BAR
DISPLAY 

SHORTCUT
ACTIVATE 

MENUSF8

Alt

Ctrl

Shift

Alt

Ctrl

Shift

COPY SELECTED
CUT SELECTED

UNDO
REDO
REPLACE TEXT
FIND TEXT

CAPTURE SCREEN
CAPTURE WINDOW

Ctrl
Ctrl
Ctrl
Ctrl
Ctrl
Ctrl
Ctrl

C
X
V
Z
Y
H
F

Ctrl
Ctrl

Ctrl
Ctrl
Ctrl
Ctrl

SYSTEM PROPERTIES
FIND COMPUTER
FIND FILES
EXPLORER
CYCLE TASKBAR
RUN PROGRAM

MINIMIZE ALL OPEN
UNDO MINIMIZE OPEN
UTILITY MANAGER

Break

Ctrl F

TAB
R

M
Shift M
U
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EDITING SHORTCUTS WINDOWS ESSENTIALS

PASTE from CLIPBOARD

NEW FILE
OPEN FILE
PRINT FILE
SAVE FILE
CANCEL
CONTROL MENU
�� DOS WINDOW
CYCLE OPEN TASKS
CYCLE OPTIONS
SECURITY
TASK MANAGER

Alt
Esc

N
O
P
S

Space

Enter
TAB

TAB
Alt DEL

SHFT Esc

Alt
Alt

PrtSc
PrtScAltW
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Ctrl   

LOCK WINDOWS XP L�

Ctrl   

SELECT ALL Ctrl A

WINDOWS VISTA/XP

+

CYCLE VISTA TASKBAR
VISTA GADGETS to FRONT

EASE of ACCESS CENTER
G
U
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VISTA MOBILITY CENTER �

T
Space

X
Visit www.ekhovideos.com to order

your own high quality EKHO Strip!

E�

F�CYCLE VISTA GADGETS
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Win an iPod Touch!

8 Shortcuts by Category

Apple's revolutionary new iPod Touch follows hot on the heels of their 
highly successful iPhone and utilises a state of the art touch screen 
interface for very efficient interaction with your finger tip!  No stylus or 
keyboard required!  The ultimate example of shortcuts gone wild!  
Some day our whole computer may work like this exciting new touch 
screen and gesture based interface!  However, in the meantime to 
make your learning process fun with highly productive Windows 
keyboard shortcuts listed in this book we have decided to add to the  
fun factor with a monthly contest to win an Apple iPod Touch.

1. Order your own high quality color hard copy of EKHO's Windows
Timesaver Tips and Shortcuts  book at www.ekhovideos.com .

2. Answer EKHO's Windows Shortcuts Quiz  and achieve a score 
of 90% or better!  Even if you don't win the iPod you and your 
organization win big with productivity!

3. Submit one keyboard shortcut story  to EKHO by e-mail (1/2 page 
or less preferred, learned from this book) about how it has saved 
you and/or your company valuable time over using a more 
traditional method.  Don't forget your full contact info!

4. Tell EKHO how much time is saved in total for you or the company 
each month or year!  Share with fellow employees and users!

Each month EKHO will pick the best shortcut story from a writer with a 
90% score on the automated quiz and send the winner their exciting 
new iPod Touch video and MP3 player with an amazing built in 
wireless Safari web browser!  Imagine high quality web surfing 
anywhere you go with a pocket size device!

• Complete your automatically submitted Windows Shortcuts quiz 
at: http://www.ekhovideos.com/EKHOSQUIZZTITLES.html  .

• Submit your shortcuts success story to: shortcuts@ekho.com

Win your own iPod 

Touch with a winning 

story about your 

productivity gains using 

keyboard shortcuts 

learned from this book!

To be more productive with your Windows operating system, visit www.ekhovideos.com  for 
information and ordering of EKHO's  Windows Vista Menu Strips, books, videos and other titles.

Watch your favorite 

movies, or surf the web 

with the razor sharp 3.5" 

screen on the iPod Touch!

Listen to your favorite music 

with the iPod Touch!

EKHO Online Quizzes
Instant Feedback Now!




