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C{rl + Shift + > = Increase Fon‘t Slze by regular size

Ctrl +] = Increase Font Size by 1 Point 3 6
Ctrl + Shift + <= Decrease Font Size by regular size /#7\1 /\,ff

Ctrl + [ = Decrease Font Size by 1 point ° h““>.
=6 73 4

Esc = Cancel a command / stop processing / stop slideshow } Close Dialogue Box

COMPUTER
of Lifd /Dsrofldo

R—

Shift + Ar% To Select Text (Left, Right, Up, Down)

Ctrl + Click = Select Multiple Object in One Time
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T Ctrl + (—) Subscript {H,O}

=xabit<x ar=r COMPUTER

4k W i
Ctrl + Shift + (+) = Superscript {19’}#’

Ctrl + Shift + Right / Left Arrow 2 To Select a Word
Ctrl + Shift + Up/Down Arrow = To Select a complete Line

* AR
==

To increase / For Jump to Next Box

Return to previous box gz 35_\

Ctrl + Left A@ Move|one|word to the left

é"@’

Ctrl + Right Arrow = Move‘on% word to the right
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Ctrl + Up Arrow = Eﬁﬁtaﬁ@ﬁﬂmmﬁﬁﬁa{m
DQ ' an To move the cursor up one paragraph.

Ctrl + Down Arrow =$ﬁ?ﬂﬁt{iﬁaﬂ'ﬂﬁﬁﬁﬂﬁ%ﬁ%t{

To move the cursor down one paragraph.

a g
To remove a|character or letter from right hand side

Backspace — To remove a &%racter or letter from left hand side

Ctrl + Del = Delete the word to the right of the cursor

Q -
Ctrl + Backspace = Delete the worc’ to the left of the cursor
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\Y‘\Q CONSTABLEJTHCM A
v ( Move the cursor to the end of the document
| —
%
4i ( l + Home ¥ Move the Cursor to the beginning of the document
P

(| Shift + F7 % Activate the Thesaurus

Alt + Shift + D = Insert the current date (in MS Word)

Alt + Shift + T)= Insert the current time (in MS Word)

Alt + EnterYIn Excel) = Wrap Text

=y
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ELHI POLICE 2025 oyop oy a=x COMPUTER

(JAlt + F4)= Shut Down Computer, Exit files, folder

| Alt + F6 =_L Switch to the open files in word/excel/power point
AN

JAlt + F8 3 Macros

5 C ———r—— e ——
Alt + Ctrl + Delete = For Task Manager (Three button command)

Delete)= Delete a file, folder, images etc.

———

‘i

e —
—————

| Shift + Delete s Permanent Delete

——
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( Alt + Space 5 For Actlve Minimize, Maximize, Restor

(—\).SSCCGTE'ZMMC}WQO I
@ m For view Properties a file or folder
— Switch Applications to Right Hand

( Alt + Shlft + Taby=_Switch Appllcatlons to Left Hand
LMW oM

{Window + R For Run Command Cye

}. ————
foue
| Window + E ¥ For Open This PC / My CompuPt%r Folder

Tpil{, ExPAO?qu (Wl Q}ij_
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For Hide/ Unhide all present time open applications

‘@ For open computer setting

' Wmdow + L= Lock Your PC

Window + Shift + S @creen@
C\/\/\_/\/W
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0 sxelisy <r=r COMPUTER

F1 = Open/Help

2

3
F4

= Rename Files or Folder, Edit Active Cell in MS Excel

= Browsers, Windows o Search Option Activate i & feo

Alt + F4 = Close Active Window, Shut Down,

F3S

7 Refresh Button, Refresh Folder Content List, Reload

Page or Document window in Browsers




-

X IlElIII I’IIIFGE 2025

5 DELHR FOLICE 2025 Syaxster a=x COMPUTER

{F5 - Sllde Show in power pomt

Shift + FS To Begin The slide show from the current slide

1F6 + Take Cursor in Address Bar

o
f;\'ﬁ Spell and grammar check in MS office

bpfawjb
Shift + F7 = Thesaurus check in MS Office

1F8 7 Start Safe Mode in MS Excel
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F9 Send and Receive E- malls in Outlook

F10 = Highlights Menu Bar /@

{Shift + F10 > Open Right Click Menus @@m h [T

Ctrl + F10 = Maximizes or restores Window

l@ Open or Close Full Screen Mode

@ For InserLt Chart in MS Excel

b
| F12 = Open/Save As|Window in Word

8 _— - ]
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The F8 button in Microsoft Word is maml} used to expand text selection. Microsoft Word

T F8 924 1 IUANT H&T €9 H TRE HeTavH (Ta9) TgH & fo1g fohat ATat 2
Uses of F8: F8 T 3UdTT:

1. Turning on selection mode: freeyE a1 dlc1 ShtAT: - Press F8. This will turn on
selection mode. Wﬁﬁlﬁﬂﬁ ﬁ’l‘gﬂ'ﬁ\ﬁ HATOT)

2. Selecting a word: @ Press F8 twice/ F8 Elﬁalﬂﬂ gdT0|,

This will select the current word. agaﬁm?mm‘rﬁlﬁaz ST

3. Selecting a sentence: ITFT hT1 AIA: - Press F8 three times/F8 &1 919 1 2916, This
_ -

e S

will select the entire sentence. 11303 T il [oASFE HOM fises

=yasct=r 2t=r COMPUTER




4 Selectmg a paragraph TITE 'éFnTilEFI' Press F8 four times/F8 @l ¥R ¥R SAT0| This
will select the entire paragraph. gz ‘13 a’!‘l’!thFo ! faretee som)

S. Selecting the entire document: q}acaﬁwm TG - Press F8 five times. /F8 &l Ui
aR 2410 This will select the entire document. !13‘13 é’laajzaﬁ forerae st @)
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Arrow Keys = Move One cell at a time _ L

Remove selected cell cmmtents[ﬁj

@ Complete a cell | entry and select the cell below / Accept & Apply

_Alt + Enter tart a new line of text or add spacing

Move one cell to the right

___,_,\--_____________-_-_‘__

| Move one cell to the left
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A Enter Wﬁﬁﬁﬁﬁmaﬁﬁﬂﬁ%mﬁ

to move from the current cell to the bottom cell L ip

Shift + Enter aﬁnﬁaﬁwmﬁﬁﬁﬁaﬁ%m

——

to move to a cell above the current cell o

I Ctrl + Spacebar — For select a complete column

e
Shift + Spacebar — For select a complete Row A j&?& 12 })J) } | gpqce

—) Cancel and close the dialog box L?MHMI UMK,
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Web Browser Shortcut Keys

{Ctrl + N > New Browser Window

1 Ctrl + Shif@ To Open a new Window i{ incognito mode Tab}

»—:.

Ctrl + ;N\ew Tab

= 1 5
Ctrl + Shift + T = Reopens the last tab you closed / &»cd«lﬂry (LM& [q})
Ctrl + Shift + Tab or Ctrl + Page up = Fo Jump Left Side Tab

@ or Ctrl + Page down = To J ump Right Side Tab
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Ctrl + D = To Bookmark a webpage

Ctrl+ U ¥ OMG& Code @

e

Ctrl + H="To Open Searcnst

Ctrl +J = To Oper Download ist o
P Il + - = Zoom 0

Ctrl + 9 = Switch to the last tab (/jM —} @ e }oo / ZQGM

Ctrl + 0 To Set the page to the default zoom

F5 7 Reload d%{ + 1+ —> —ooM ﬂy)
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E =raitex <=z COMPUTER
: Stop Loading
Ctrl + L 0 Address bar T zoom & & 7T

‘@ éaﬁw%;fmmm%%ﬁ%q to go to the top of the web page
@ aﬂh%mﬁﬂﬁ%%ﬁ to go to the bottom of the web page

‘@ kFull Screer@

Ctrl + Shift + Delete = Task Manager

Ctrl + Shlft + & Merge & Center Cells

_ 1@ Copy value from above cell




