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'DELHI POLICE 2025

LI ROLICE 2025 syemat<y <i=x COMPUTER

_’_ to Z Shortcut Keys
Ctrl + A

Ctrl = With the help of control buttons, we can select more than one distant

word or object (shape, picture, chart) etc. EFU?IFI A hl AEEAT H g0 Uk |
fireh 7-2% 3 vIeg W HTewae (AT, form, wné) anfe =t frcae ot aeha §

Shift = With the help of shift button, we can select more than one consecutive

h

word or object (shape, picture, chart) etc. 9T9¢ 929 <hl 9g=aT 9§ B9 Uch s |
AR TR vTeg T AHTewae (AT, for, =) anf2 =i frerae st awd &




 DELHI POLICE 2025 ayerst=x at=<x COMPUTER

CONSTABLE [HCM JAWO/TPO IR
Ctrl +B= Bold m Word, Excel Power point & Other)

WOKD %
W 15 WoK ﬁ"Dg?icC'éje

Ctrl + C=Copy /45l + igert

Ctrl + D = Font Default setting / Font Optio

Ctrl + D = Duplicate object (Shape, Pictures) (Power Point & Excel)

Ctrl + E = Centre Alignment

o




» DELHI POLICE 2025

e CONSTABLEIHCM RAWO/TPO

=rat=r 2t=r COVMPUTER’

Ctrl + F = Open Find Box Dlalogue Box

1@ Navigation Pane
I Ctrl + G =_Go to Dialogue Box ||‘ Find, Replace, Goto Dialogue Box ’

= (Go to Dialogue Box || Find, Replace, Goto Dialogue Box

NCtrl+ H | Find, Replace, Goto Dialogue Box

Ctrl + 1 = Italic Font (in Word, Excel, Power point & Other)

— Italic Font (in MS Excel)
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Ctrl + J Justify Paragraph Allgnment

Ctrl + Shift + J|= Force Justify

curt Kk {fypei

Ctrl + L = Left Alignment (in MS Word & Power Point)

Create Table (in MS Excel)
Ctrl + M = Indent t_he Paragraph (in MS Word) / ,/_l% Cflﬁ’)l e ﬂhl@\}
Ctrl + Shift + M = Remove Paragraph Indent /S )pp

Decntaye 4yl
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R'jlzj ﬂml(ﬁ

Faragraph
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1@ New Shde (in MS Power Point)

Ctrl + N = New Document in MS Word/ New Workbook in MS Excel/

New Presentation in MS Power point

l trl + O = Open Dialogue Box
"Ctrl + F12 = Open Dialogue Box

Ctri + P <(Prini)

Ctrl + Shift + F12 = Choose the print command
NANAANAS A
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Curt+ 2

=yasct=r 2= COMPUTER

Alt + Ctrl + 1= Print Preview

L-'—

|® Remove Paragraph Formatting
| —— i e i intaass
Ctrl + R= Right Alignment (in MS Word & Power Point)

Ctrl + R = Fill the active cell with active cell to the right RAM

Ctrl + S

Shift + F12 = Save a file

| F12 = Sae o/
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{m Creating a Hanging Indentation (IN MS WORD)

Ctrl + Shift + T|= Remove a Hanging Indent (IN MS WORD)
—
t@ Create Table (IN MS EXCEL) @ ' ﬁwm A

Ctrl + U = Underline
Underte Dok Dy o

Ctrl + Shift + D = For Double Underline

Ctrl + Shift + W= Underline ExceEt Sgaces

Ctrl+V @
Shift + Insert
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» DELHI POLICE 2025

cnusmmr HCM
Ctrl + W

Ctrl + F4|= Close the active document

= Close the active document / Cl%e &F di &1"’0"!
ﬁ
Ctrl + X @

Ctrl + Y = Redo change the previous action by undo

Ctrl+ Z =the previous action
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Alt + F .—ﬁ» Bc(( K,ﬁ:}agﬁ View

Home Menu

o Sy

Alt+ N = Insert Menu

@ Design Menu
S

Alt + JI = Draw Menu

P
@ Layout Menu
\-_——'—_—\
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References Menu

=yasct=r 2= COMPUTER

»-

: Mallmgs (In Word)

'

eiﬂi} Formulas (In Excel)

@ Data Menu in MS Excel ﬂ-"K >751?£}'0h7&
‘ e ul X {")01{ ,u)

Alt + R = Review Menu w +S T—— §J;‘)Q§Aob@
Alt + W = View Menu C ﬂ\.) (’nﬁy'
\

M T = )qhmfdiom (ﬁ)wm ﬂizj)
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| Other Shortcut keys
' MS Word

Ctrl + Shift + F = Font Style change

e Bl 2a2n
Ctrl + Shift + C = Format Copy fromm DJL\‘ P =

4 sk it B B

» 4
&5

i

Ctrl + Shift + S =

Ctrl + Shift + V = Format Paste on a text

Ctrl + Shift + P = Font Size Change

Ctrl + Shift + D = Double Underline

"--___________
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Ctrl + Alt + V
* Ctrl + Alt + D = Endnote in MS Word <j

Ctrl + Alt + F = Footnote in MS Word

m To split/finish a document window

“‘1 Sragwe faet w1 v / v @ & & foro

] Ctrl + Shift + L = For Apply Bullets in a Paragraph in MS WORD

1 Ctrl + Shift + L= For Apply Filter in MS EXCEL .
pply ;_tﬁ,
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Single Line Spacing _(ln MS Word)

‘m Double Line Spacing (In MS Word)
‘ 1.5 Line Spacing (In MS Word)

X
&>

Format Cells (In MS Excel)

Bold (In MS Excel)

= Italic (In MS Excel)

ﬂ

9'9'9'

Ctrl + 4 = Underline (In MS Excel)

Ctrl + 5  StrikethroughIn MS Excel)

—_..ii——"o—v1v68-—--0--""__.... .. _--sirr——m——r0r—— . ._______————————————al
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Change Case —> lif’ f:f; f‘ CC l:’jf
0 e

Ctrl + Shift + F12 Capllize Each Lond

* Show & Hide Rlbbon Sentehc Cae
>4 0G6LE cASE

Ctrl + F2 Print Prevnew

m Print Preview

Ctrl + Shift + > = Increase Font Size by regular size

4

Ctrl +] = Increase Font Size by 1 Point

Ctrl + Shift + <= Decrease Font Size by regular size




