

















10.

Windows Shortcuts Quiz Example

Which key must be used in unison with your Delete key to make sure a file is deleted directly and NOT sent
to the Recycle Bin?  Alt Ctrl Shift Tab Win
Which key on your keyboard pressed in unison with your left mouse button allows you to select files or
folders randomly in your viewing Window?  Ctrl Shift Alt Tab Win
Which Windows keyboard shortcut will allow you to Select All items in a Windows Explorer file or folder list?
Ctrl+S Ctrl+Q Ctrl+L Ctrl+X Ctrl + A
Which Windows keyboard shortcut allows you to refresh a list in your browsing window or viewing window if
the list appears to be out of date? F1 F2 F3 FO F5
You have just dragged a file off to another folder and accidentally used the wrong destination, but are not
sure which folder it really was dragged on to. What is the fastest way to correct your error?
Press Ctrl + F Press Alt + F  Press F5 Press Ctrl R Press Ctrl Z
Which key on your keyboard must be pressed in unison with your left mouse button to select a continuous
range of files in your Windows Explorer Viewing Window? Ctrl Alt Tab Shift Win
Which Windows keyboard shortcut will activate Windows Explorer very quickly?
MA+E A+F A+X #A+A Ctl+E
Which computer keyboard function key allows you to quickly RENAME a Windows obiject (file, icon,folder,
etc.)? F1 F10 F3 F2 F4
What keyboard shortcut will improve the screen contrast on XP or Vista to save the stress on your eyes?
Alt Shift PrtScn Shift PrtScn Alt PrtScn Ctl PrtScn
Which keyboard shortcut allows you to instantly lock your XP or Vista workstation when you take a coffee
break? Ctrl+L Alt+L #A+L #A+A Shift+L

PROGRESS QUIZ with AUTOMATIC SCORING, FEEDBACK and TIPS!!

28-1. Please try EKHO's automatically scored Windows Shortcuts Quiz Example. We will give you
an instant score upon completion PLUS give you instant feedback and valuable tips on the
questions you missed! If you are in a PDF file you just need to Left Click only and the quiz will
start IF you have an active Internet connection.

28-2 Bragging Rights! If you receive the top score on any quiz in any given month we will post
your name on our web site as the top Quiz score for the month. Show your boss and colleagues!
So make sure you leave us your correctly spelled name and e-mail address when you start the quiz.
We will NOT post or sell your e-mail address anywhere!

EKHO Online Quizzes

Instant Feedback Now!

Shortcuts by Key Types


http://www.ekhovideos.com/webquiz/quizzes/ekho_strips_quiz.asp
http://www.ekhovideos.com
http://www.ekhovideos.com/webquiz/quizzes/autocad_sheet_sets_quiz.asp
http://www.ekhovideos.com/webquiz/quizzes/ekho_strips_quiz.asp
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Appendix

Microsoft Word Shortcuts Card

; CYCLE VISTATASKBAR (& ](T] SYSTEM PROPERTIES [(# )[Break EXPLORER/MY COMPUTER |[NAVIGATE Down/Up One Line (¥ /(4| BE|
W] a X ¢
3s = VISTA GADGETS to FRONT (& ] (Space)| FIND COMPUTER (&) (Cu)E)|Expand / Collapse Folder (/& | Down / Up One Screen PaDn) / (FaUp) | Expy
= E I | cyeLe visTaGaDGETS #]G |FiND FILES Ea|E] Go To Folder G | Beginning / End of Document Cul) Home) / (End] | Toq]
g% = §|ease ofaccEssCENTER (EJU) | expLorer 7165 Expand Folder / Columns (5)/(Ct)(]| Beginning / End of Line [Home) / (End ]| To df
Se g VISTAMOBILITY CENTER (88X} | cycLe Taskear C&)TAB) ouzgggur - START OPTIONS [F8 Swg‘[/:\Lzl;Cumcnts cu ) (Tav) Tod
ES 2 RUN PROGRAM a)R IMAGING OUTLOOK | POWERPOINT
s gc)m WINDOWS VISTA/IXP |5 imoowsxe  Coal }?} procram | Alt NETWORKING Alt |,
) £ @ - & = HARACTER TOGGLE
) % Microsoft nc September 12,2007] jiNimiZE ALL OPEN M ¢ MAE Ctrl | cALcuLATOR wﬁgowq EXCEL WORD cul | p
cu T . <
el 8§ WEKHO UNDO MINIMIZE OPEN (8] (Shit M) TIE CASCADE 5|
= S o UTILITY MANAGER [ )(0) 0. 29)| vERTICALLY winoows | cuPeoaro | noepap | woroPAD 2
g S X RENAME FIND OPEN DROP REFRESH SWITCH
HE

@ s o + INSTITUTE | HELP | OBJECT OBJECT DOWN LIST WINDOW PANES F7 F8

Partial view of EKHO Strip for Windows Vista/XP - Major Time Saver!

CTRL KEYS:
CTRLF

Find Text

EKHO Memory Strips

CTRLN  New File ¢ Keyboard Shortcuts Pay!
CTRLO Open File

CTRLP Print File

CTRL S Save File

CTRL F10 Browse Menu Bar

CTRLA Select All

CTRLC
CTRL X
CTRLV
CTRLZ
CTRLY
CTRL TAB
CTRL F6

ALT KEYS:
ALT TAB

Copy Selected
Cut Selected
Paste

Undo

Redo

Toggles open documents. (Does not work in MS Word)
Toggles open documents. (Does work in MS Word)

Visit www.ekhovideos.com  for

information and ordering on EKHO's
AutoCAD Strips and many other titles
like Inventor, Windows, Microsoft Word,

Excel, Frontpage, etc.

Toggles between open applications.

Word Formatting:

Ctrl L/IR/E/
Ctrl B/I/U

Ctrl Shift </>
Ctrl Shift C/V
Ctrl Q

Ctrl M / Shift M
Ctrl Shift 1/5/2
Ctrl Alt X

Ctrl Shift N/ L
Ctrl =/ Shift +

Align, Left /Right/Center/Justified
Bold / Italic / Underline

Font size, Decrease / Increase
Formatting Copy / Paste
Remove paragraph formatting
Indent from Left / Right

Line Spacing of 1, 5 or 2 lines.
Style, Heading x

Style, Normal / List

Subscript / Superscript

FUNCTION KEYS:

F1 HELP (Context sensitive) F7

F2 Move

F3 Insert Autotext F9

F4 Repeat

F5 Find/ Replace Go To
F6 Next Pane

Spelling
F8 Extend
Update
F10 Menu Bar
F11 Next Field
F12 Save As

This free sample card contains some

of the valuable time saving shortcuts

found on EKHO's popular keyboard
menu strips

EKHO

(/2]
o
— INSTITUTE

s


http://www.ekho.com/EKHO_STRIPS/EKHO_Strips.htm
http://www.ekho.com/EKHO_STRIPS/EKHO_Strips.htm
http://www.ekhovideos.com
http://www.ekho.com/EKHO_STRIPS/UNLOCKING_PRODUCTIVITY.htm
http://www.ekhovideos.com/autocadmemory.htm
http://www.ekho.com/EKHO_STRIPS/EKHO_Strips.htm
http://www.ekhovideos.com/autocadmemory.htm
http://www.ekhovideos.com/autocadmemory.htm
http://www.ekhovideos.com
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Windows S
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o

eesTaTeT
back for customizing of blue

shaded F keys and shortcuts.

= D =

o y|CYCLEVISTATASKBAR  [E(T] |svsTEMPROPERTIES (@ JBreak] (EXPLORER/MY COMPUTER |NAVIGATE Down/UpOneline (¥ )/C4)| BE|
°| VISTA GADGETS to FRONT [ | [Space| Expand / Collapse Folder /(&€ )| Down / Up One Screen (PgDn) / [(PgUs

< (Sp: FIND COMPUTER = [ CulJ(F) Exp:

I ¢ cyeLe visTaGaDGETS )G |FNDFILES =) Go To Folder Beginning / End of Document (CtT) Home) / (End) | 7o ¢|

— 5| eAse ofAccESs CENTER (@J[W  |ExpLoRER (=B Expand Folder / Columns (@)/(Ctl)()| Beginning / End of Line [Fome) / (End) | To df

0 gl vistamosiLITY cENTER [EIX) | ovoLe TASKeAR C&)TAE) |ONBOOTUP - START OPTIONS (F8)f Switch Documents Cco) (Teb) Tod

Sig = CLOSE DIAL UP.

o : WINDOWS VISTA/XP TCLJ”(\:‘KPVT/?NGDK’:‘QXP 2 \E: PROGRAM Alt IMAGING NETWORKING | OUTLOOK [ POWERPOINT Alt P

£ @ N — e J

% Microsoft Inc. September 12,2007 |\ ve a1 | OPEN aM CHA;Q‘;TEP ctrl | caLcutator Jﬁggb&s EXCEL WORD ctrl i
w EKHo UNDO MINIMIZE OPEN (] (Shift J(M) TILE CASCADE col

% 5 = UTILITY MANAGER BI(U) ¢ 20| VERTICALLY winobows | cLPBOARD [ NoTEPAD WORDPAD 5

S XK RENAME FIND OPEN DROP REFRESH SWITCH

s +~INSTITUTE | HELP | OBJECT | OBJECT DOWN LIST WINDOW PANES F7 F8

Partial view of EKHO Strip for Windows Vista/XP - Major Time Saver!

CTRL KEYS:

CTRLF Find Text
CTRL N New File

CTRL O Open File

EKHO Memory Strips

¢ Keyboard Shortcuts Pay!

CTRL P Print File

CTRL S Save File

CTRL F10 Browse Menu Bar
CTRL A Select All
CTRLC Copy Selected
CTRL X Cut Selected
CTRLV Paste

CTRL Z Undo

CTRLY Redo

CTRL TAB
CTRL F6

ALT KEYS:

ALT TAB

Wi

B bbb BB

FUNCTION KEYS:

F1
F2
F3
F4
F5
F6

N # Keys:

M Minimize All Open Wi

Shift M Undo Minimize All Open Windows

Break System Properties
Ctrl F  Find Computer
F Find Files

E Windows Explorer
TAB Cycle Taskbar
R Run a Program

L Lock Windows XP

Toggles between open applications.

Visit www.ekhovideos.com for

information and ordering on EKHO's
Windows Strips and many other titles
like AutoCAD, MS Word, Excel,
Frontpage and more.

Toggles open documents. (Does not work in MS Word.)
Toggles open documents. (Does work in MS Word.)

ndows

This free sample card contains some

of the valuable time saving shortcuts

found on EKHO's popular keyboard
menu strips.

U Utility Manager

HELP (Context sensitive)
Rename Selected object.
Find Object

Open Drop Down List
Refresh Window

Switch Panes

Y -EKHO

N~ INSTITUTE

Autodesk Authorized Training Center
0 to Certified in 22 days!
6302 Emerald Links Drive
Ottawa, Ontario Canada K4P 1M4
(613) 822-6935 Fax (866) 429-4008
www.ekho.com www.ekhovideos.com
sales@ekho.com
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http://www.ekho.com/EKHO_STRIPS/EKHO_Strips.htm
http://www.ekho.com/EKHO_STRIPS/EKHO_Strips.htm
http://www.ekho.com/EKHO_STRIPS/EKHO_Strips.htm
http://www.ekhovideos.com
http://www.ekhovideos.com/autocadmemory.htm
http://www.ekho.com/EKHO_STRIPS/UNLOCKING_PRODUCTIVITY.htm
http://www.ekho.com/EKHO_STRIPS/EKHO_Strips.htm
http://www.ekhovideos.com/autocadmemory.htm
http://www.ekhovideos.com/autocadmemory.htm
http://www.ekhovideos.com
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http://www.ekhovideos.com

Mouse Shortcut Buttons

oaphpwWN =

Microsoft Bluetooth Cordless

Logitech's very slick MX Revolution
Mouse Cordless Laser Mouse

Here are some innovative shortcut buttons on two modern mice that lead to significant productivity
improvements for frequent computer users. Many more features exist on other mice that are
too extensive to list fully here.

1. Scroll wheel for much faster vertical scrolling than a screen based scroll bar. Also very

powerful in many graphics applications for rapid panning, zooming and zooming to the full

extents of an image. The scroll wheel is used a bit differently in each Windows application,
but is generally a very powerful productivity advantage in software like AutoCAD, Inventor,

Revit, Photoshop, etc.

Forward button for going ahead in your Internet Explorer or other browser window.

Back button for returning to your previous page in your Internet Explorer browser window.

4. Search button for highlighted text. Select some interesting text and this button will trigger an
Internet search for your selected choice. VERY powerful!

5. Switch documents/applications . (Like a radio station dial!)
(Pressing # + Tab on your keyboard does the same thing!)

w N

Both Microsoft and Logitech provide mouse driver software to let
the user redefine these specialty buttons (4 & 5) in specific
applications to make you even more productive.

Vista's cool 3D document Flip

_ action with flip dial (5) on the
Basic Mouse Buttons Logitech MX Revolution mouse.
1. Scroll Wheel (pans, zooms, scrolls) ( # + Tab keys do the same!)

2. Left Click (Selects menus / objects)

3. Right Click (fast menu access) rj QEKHO
N - INSTITUTE

Appendix
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CD or DVD Pocket

WHAT'S ON the OPTIONAL DVD/CD:

EKHO's Flash Videos of all Exercises & Bonus Materials.
EKHO's PDF copy of this book with hyperlinks throughout. (Searchable and Linked!!)
EKHO's proven Quiz Links to provide instant feedback and scoring on your progress.

WHAT'S IN THIS BOOK:

* AAI - Autodesk Approved Instructor

1.
2.
3.

Windows Vista & XP Keyboard Shortcuts content authored by Elton Hammond P.Eng., AAL*
Optional Purchases:

EKHO Strip for Windows Vista/XP/2000.
EKHO Strip for Microsoft Word or Excel.
Optional DVD or CD with EKHO Videos.

EEKHO Training Videos]
el

Your Pace! Your Plac

EKHO Videos available at www.ekhovideos.com!

E5“EKHO

N - INSTITUTE

Windows Time Saver
Tips‘and Shortcuts
Starbwith:

EKHO_AUTORUN.exe

20+ years of award
winning professional training
in one DVD!

VIDEOS

(Requires 1 copy per user)

S
&
A

www.ekhovideos.com
613-822-6935

o sales@ekho.com
odesk

7 A :
uthorlzed Training Cent

Autoplay DVD/CD inserted here if purchased with this book. It contains EKHO's Flash Videos,

Exercise Drawings and Quizzes PLUS the searchable and linked PDF copy of this book!
Appendix


http://www.ekhovideos.com
http://www.ekhovideos.com/webquiz/quizzes/ekho_strips_quiz.asp
http://www.ekhovideos.com
http://www.ekhovideos.com
http://www.ekhovideos.com

EKHO PDF Books Are Searchable!
CONVENIENT LINKS THROUGHOUT EKHO's PDF BOOKs!

EKHO)| 1n addition to the powerful Links included throughout EKHO's PDF book,
PDF | AutoCAD drawings and Flash videos, we now provide you with the ability to do a
BOOK | search for any key word or phrase  in our PDF Books!
Searchable!

EKHO
vibeo| Click on this icon to link to a matching EKHO video quickly.
Link
EKHO

Exercise  Click on this icon to quickly link to a matching exercise VIEW.

(_Link )
peen  Click on this icon to link to the matching sheet set document that will act like a
SET live, linked table of contents. Double-click the sheet set title icons to access

Link ) Layouts. This is much easier than scrolling through AutoCAD's Layout tabs.

EKHO Prices* (con, oy
1 | $10 - EKHO Strips for Keyboard Shortcuts and Tips
2 $25 - Hard Copy Booklet Only - 5.5"x7" Format
3 $50 - Hard Copy Book Only - 8.5"x11" Format
4 $45 - Hard Copy Booklet Only - 5.5"x7" Format, Laminated covers
5 $50 - Windows Vista & XP Keyboard Shortcuts Video on DVD only.
6 $90 - Windows Vista & XP Keyboard Shortcuts video on DVD & Booklet.

Exceptional Video learning kit by

7 grcl);) - Windows Vista & XP Keyboard Shortcuts DVD, Book & EKHO The EKHO Institute includes hard copy!
8 $35_O_- Windows Vista & XP Keyboard Shortcuts - 1 Day - Classroom

Training
9 $250 - Windows Tips for AutoCAD Users - Videos on DVD.
10 | $500 - AutoCAD Level 1 Videos on DVD.
11 | Volume Pricing - Please phone 613-822-6935

[EKHO Training Videos]

=4 Your Pace, Your Place!

' - E KH o * Shipping, Taxes extra.
- 9/12/2007 3:13 PM

= | N ST | T U T E Copyright 2007 Elton Keith Hammond P.Eng.
6302 Emerald Links Drive o CYCLE VisTA TASKaAR

5 =y WEN PROMEQTES (@ )Break] (EXPLORER/MY COMPYTER NAVIGATE Domn / Upjpne Line
k | VisTA GADGETS to FRONT (i )5Xee) [y A ’. g Fold n e‘S 3 )
Ottawa, Ontario, Canada K4P 1M4 e NMIsTt WW W.EBKT VT@[ e
(613) 822-6935 Fax (866) 429-4008 & V\I/S\;rl:]AODE(‘:L)‘{/vch[N\T;IRST:/jP e B DIAL UP | Ep—— |POWERF‘
www.ekhovideos.com sales@ekho.com : ®

§|Microsoft inc. September 12,2007 |\ NiviZE AL OPEN el IcOUMoR
Time is more valuable than money. You |[ES-EKHO N @4.1 HL
can get more money but you can't get Optional EKHO Strip is a major time saving memory aid for Windows,
more time. By Jim Rohn Word, Excel, AutoCAD or Inventor that pays for itself quickly!

34 Appendix

IMAGING



http://www.ekhovideos.com
http://www.ekhovideos.com
http://www.ekhovideos.com
http://www.ekhovideos.com



