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Appendix A: Keyboard Shortcuts 

 

The Keyboard 
As you all know, the keyboard consists of keys with letters of the alphabet, digits, 

punctuation and function control keys. It is used for entering commands and data into the 

computer.  

 

The keyboard is much the same as the typewriter keyboard, but has more keys. The 

computer keyboard has grown to 104 keys (and more), and some multimedia keyboards 

have special keys to handle specific media and access functions. 

 

A computer keyboard has some special keys you may not be too familiar with: 

 

The Windows key  placed between the left side Ctrl and Alt keys opens the 

Windows Start menu that you can then navigate with the arrow keys. Plus it is used in 

combination with other keys for specific functions. 

The Application key  placed between the right side Alt and Ctrl keys simulates the 

right mouse button; in most applications it brings up a context-sensitive pop-up menu. 

 

Function keys are the 12 keys located across the top of the keyboard labeled F1, F2, etc. 

They are used for specific commands.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                       

 

The Control keys (Shift, Ctrl and Alt) are used in combination with other keys to issue 

commands.  

 

The Escape (Esc) key is used to back out of situations. Occasionally you find yourself in 

a place you don’t want to be; Esc will often get you out of the situation without doing any 

damage.  

 

The Enter key is used mostly to signal that you have finished typing a paragraph or some 

data. You do not use the Enter key to end each line of typing (as people used to do when 

using a typewriter).  

 

The two Shift keys work like they do on a typewriter. To type a capital letter, hold down 

one of the Shift keys while you type. Shift keys also give you the upper set of characters 

on the top row of keys. Press the CapsLock key and all the letters will be upper case 

(capital). CapsLock will NOT however, give you the upper set of characters on other 

keys.  

 

The Backspace key will move the insertion point one position to the left and is also used 

to delete the character to the left at the same time.  
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The Delete key will delete the character to the right of the insertion point.  

 

Directional keys move the insertion point. You can move the insertion point by pressing 

the Ctrl key and the directional keys as shown below: 

 

Keyboard Shortcuts – General 
The following tables, with information gleaned taken from Microsoft, contains general 

keyboard shortcuts that can be used when on the desktop or in any application. 

    

Press these keys To do this 

F1 Display Help 

CTRL+C Copy the selected item 

CTRL+X Cut the selected item 

CTRL+V Paste the selected item 

CTRL+Z Undo an action 

CTRL+Y Redo an action 

DELETE Delete the selected item and move it to 

the Recycle Bin 

SHIFT+DELETE Delete the selected item without moving 

it to the Recycle Bin first 

F2 Rename the selected item 

CTRL+RIGHT ARROW Move the cursor to the beginning of the 

next word 

CTRL+LEFT ARROW Move the cursor to the beginning of the 

previous word 

CTRL+DOWN ARROW Move the cursor to the beginning of the 

next paragraph 

CTRL+UP ARROW Move the cursor to the beginning of the 

previous paragraph 

CTRL+SHIFT with an arrow key Select a block of text 

SHIFT with any arrow key Select more than one item in a window or 

on the desktop, or select text within a 

document 

CTRL with any arrow 

key+SPACEBAR 

Select multiple individual items in a 

window or on the desktop 

CTRL+A Select all items in a document or window 

F3 Search for a file or folder 

ALT+ENTER Display properties for the selected item 

ALT+F4 Close the active item, or exit the active 

program 

ALT+SPACEBAR Open the shortcut menu for the active 

window 

CTRL+F4 Close the active document (in programs 

javascript:p('5692cd60-bb26-48af-8980-485070feed511033#gtmt_desktop_def', 'E3E')
javascript:p('332d7acf-bb07-4e33-8adb-bc8bd6c4477c1033#gtmt_window_def', 'EOF')
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that allow you to have multiple 

documents open simultaneously) 

ALT+TAB Switch between open items 

CTRL+ALT+TAB Use the arrow keys to switch between 

open items 

CTRL+Mouse scroll wheel Change the size of icons on the desktop 

(may have to click down on wheel first) 

Windows logo key +TAB Cycle through programs on the taskbar 

by using Windows Flip 3-D 

CTRL+Windows logo key +TAB Use the arrow keys to cycle through 

programs on the taskbar by using 

Windows Flip 3-D 

ALT+ESC Cycle through items in the order in which 

they were opened 

F6 Cycle through screen elements in a 

window or on the desktop 

F4 Display the Address bar list in Windows 

Explorer 

SHIFT+F10 Display the shortcut menu for the 

selected item 

CTRL+ESC Open the Start menu 

ALT+underlined letter Display the corresponding menu 

ALT+underlined letter Perform the menu command (or other 

underlined command) 

F10 Activate the menu bar in the active 

program 

RIGHT ARROW Open the next menu to the right, or open 

a submenu 

LEFT ARROW Open the next menu to the left, or close a 

submenu 

F5 Refresh the active window 

ALT+UP ARROW View the folder one level up in Windows 

Explorer 

ESC Cancel the current task 

CTRL+SHIFT+ESC Open Task Manager 

SHIFT when you insert a CD Prevent the CD from automatically 

playing 

 
  

javascript:p('c902cf44-35da-46f6-972d-59a8fe0558981033#gtmt_taskbar1_def', 'EOH')
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Keyboard Shortcuts – Windows Explorer 
The following table contains keyboard shortcuts for working with Windows Explorer 

windows or folders. 

 
Press these keys To do this 

CTRL+N Open a new window 

END Display the bottom of the active window 

HOME Display the top of the active window 

F11 Maximize or minimize the active window 

NUM LOCK+ASTERISK (*) on 

numeric keypad 

Display all subfolders under the selected 

folder 

NUM LOCK+PLUS SIGN (+) on 

numeric keypad 

Display the contents of the selected folder 

NUM LOCK+MINUS SIGN (-) on 

numeric keypad 

Collapse the selected folder 

LEFT ARROW Collapse the current selection (if it is 

expanded), or select the parent folder 

ALT+LEFT ARROW View the previous folder 

RIGHT ARROW Display the current selection (if it is 

collapsed), or select the first subfolder 

ALT+RIGHT ARROW View the next folder 

CTRL+Mouse scroll wheel Change the size and appearance of file and 

folder icons 

ALT+D Select the Address bar 
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Vista Virtual Folder Hierarchy 

 
 
 

  Desktop (Root)  

 

  _______________  

 Public 

 Computer 

Network 

 Control Panel 

  Recycle Bin  
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 Desktop (Root) 

   ____________ 

Contacts 

My Document 

Downloads 

Favorites 

My Music 

My Pictures 

My Video 

Public 

Computer 

3 ½ Floppy (A:) 

Hard Drive (C:) 

DVD ROM Drive (E:) 

Removable Drive (F:, J:, K:, L:, etc) 

http://rds.yahoo.com/_ylt=A0S020uXvDhNbnMAOuSJzbkF;_ylu=X3oDMTBqY2pzbGhoBHBvcwMxMQRzZWMDc3IEdnRpZAM-/SIG=1kjoncn7e/EXP=1295650327/**http:/images.search.yahoo.com/images/view?back=http%3A%2F%2Fimages.search.yahoo.com%2Fsearch%2Fimages%3Fp%3Dwindows%2B7%2Bdesktop%26ei%3DUTF-8%26fr%3Datt-portal%26fr2%3Dtab-web&w=800&h=600&imgurl=windows7freak.com%2Fwp-content%2Fuploads%2F2009%2F01%2Fwindows7desktop.jpg&rurl=http%3A%2F%2Fwindows7freak.com%2Fwindows-7-screenshots%2F&size=45KB&name=windows-7-deskto...&p=windows+7+desktop&oid=c62f4054f89df769cece821f71dba993&fr2=tab-web&spell_query=windows+7+desktop&no=11&tt=66800&sigr=11fjs6lq6&sigi=120h98803&sigb=133resf0j&.crumb=rQDKqprXVt9
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Windows 7 Libraries 
 

Libraries 
   

Documents 

My Document 

Public Document 

Music 

My Document 

Public Document 

Pictures 

My Document 

Public Document 
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The Differences between XP and Vista Folders 

In Windows XP, “My Document” is replaced by Vistas “Personal Folder” 
which is setup when you first installed Windows.  In most cases you would 
use your name.  In Vista, My Picture and My Music are not sub-folders of My 
Document.  Vista corrected this by creating sub-folders for Document, 
Picture, Music and Video at the same folder level. 
 

XP Virtual Folder Hierarchy

Desktop (Root)

My Document (Expanded) 

My Music

My Video 

(User created)

My PicturesClick to
Expand

No Subfolder

The indicators revealing all sub-folder has changed from  + and – sign the 
directional arrows. 

Computer or My Computer 
Use Computer to access any secondary storage device such as CD/DVD, flash 
drive, digital camera, etc 
 

XP UP Folder is gone! 
The Windows XP Up folder button take you to the parent folder.  This is gone 
in Vista and 7.  However, you can use a simple control key to perform the 
same thing. 
 

 
 
Use  Alt +  (up arrow) to perform the same operation in Vista or 7. 
In Vista/7, you navigate any folder using the address bar. Just click on the 
folder name.  

Vista/7 Virtual Folder Hierarchy

Desktop (Root)

Personal Folder  (Expanded) 

Document

Music

Video

Pictures

Click to
Expand

No Subfolder
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Windows Explorer  

XP 
In order the seen the folder pane, select the Folder button on the toolbar.  If 
Vista or 7 the folder pane is already the default view. 
 

 
 

Windows 7 

 
 
If you are use to the XP style menu, press the ALT key. All file management 
function can be found using the Organize button. 

View 

Organize 
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Common File Types by Application 

 AAC audio file - .aac 
 AutoIt Version 3 file - .au3 
 Microsoft Audio Video Interweave (AVI) file - .avi 
 Adobe Photoshop Eps file - .eps 
 AutoCAD File - .dwg 
 Bitmap image file - .bmp, .dib, .rle 
 Graphic Interchange Format image file -.gif 
 Microsoft Office Word document file - .doc 
 Microsoft Office Word 2007 document file - .docx 
 Microsoft Office Excel spreadsheet file - .xls 
 Microsoft Office Excel 2007 spreadsheet file - .xlsx 
 Microsoft Office Publisher file - .pub 
 Microsoft Office PowerPoint Presentation file - .ppt 
 Microsoft Office PowerPoint 2007 Presentation file - .pptx 
 Executable file (program) - .exe, .com 
 Macromedia Flash Project file - .fla 
 Hyper Text Markup Language file - .html, .htm 
 JPEG image file - .jpg, .jpe, .jpeg, .jfif 
 MPEG Layer 3 audio file - .mp3 
 MPEG Layer 4 audio file - .mp4 
 MPEG movie file - .mpeg, .mpg, .mp2, .m2ts 
 Windows Movie Maker Project file - .mswmm 
 Portable Bitmap file - .pbm, .pgm, .ppm, .pnm, .pfn 
 PHP dynamic webpage script file - .php 
 Pict file - .pict, .pct 
 Monster Truck Madness truck or track file - .pod 
 Pixar file - .pxr 
 Portable Network Graphic image file - .png 
 Microsoft PowerPoint slideshow file - .pps 
 Photoshop's Large Document File - .psb 
 Adobe Photoshop File - .psd, .pdd 
 Raw (unprocessed) image file - .raw 
 Sim City 2000 Save File - .sc2 
 Sim City 4 Save File - .sc4 
 Scitex CT (Continuous Tone) Bitmap Image File - .sct 
 Macromedia Shockwave Flash Movie file - .swf 
 Targa image file - .tga, .icd, .vst, .vda 
 Temporary file - .tmp 

http://en.wikipedia.org/wiki/.avi
http://en.wikipedia.org/wiki/.eps
http://en.wikipedia.org/wiki/.dwg
http://en.wikipedia.org/wiki/.bmp
http://en.wikipedia.org/wiki/.gif
http://en.wikipedia.org/wiki/.doc
http://en.wikipedia.org/wiki/.docx
http://en.wikipedia.org/wiki/.xls
http://en.wikipedia.org/wiki/.xlsx
http://en.wikipedia.org/wiki/.ppt
http://en.wikipedia.org/wiki/.pptx
http://en.wikipedia.org/wiki/.exe
http://en.wikipedia.org/wiki/.com
http://en.wikipedia.org/wiki/.fla
http://en.wikipedia.org/wiki/.html
http://en.wikipedia.org/wiki/.htm
http://en.wikipedia.org/wiki/.jpg
http://en.wikipedia.org/wiki/.jpe
http://en.wikipedia.org/wiki/.jpeg
http://en.wikipedia.org/wiki/.mp3
http://en.wikipedia.org/wiki/.mp4
http://en.wikipedia.org/wiki/.mpeg
http://en.wikipedia.org/wiki/.mpg
http://en.wikipedia.org/wiki/.mp2
http://en.wikipedia.org/wiki/.m2ts
http://en.wikipedia.org/wiki/.pbm
http://en.wikipedia.org/wiki/.pgm
http://en.wikipedia.org/wiki/.ppm
http://en.wikipedia.org/wiki/.pnm
http://en.wikipedia.org/wiki/.php
http://en.wikipedia.org/wiki/.png
http://en.wikipedia.org/wiki/.psd
http://en.wikipedia.org/wiki/.swf
http://en.wikipedia.org/wiki/.tga
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 Tiff image file - .tif, .tiff 
 Basic text file - .txt 
 Wave audio file - .wav 
 Xml Structured Data/Database file - .xml 
 Portable Document Format file - .pdf 
 Ogg Audio Container File - .ogg 
 Xvid video file - .xvid 
 Microsoft Visio diagram file - .vsd 
 ZIP compression file - .zip 
 Diablo II character file -.d2s 
 WinRAR archive file - .rar 
 Backup copy of files - .bak 
 Windows Media Video files - .wmv 
 Windows Media Audio files - .wma 
 Blender file - .blend, .blend1 
 Dynamic link library file - .dll 
 Initialization file - .ini 
 binary file - .bin 
 Miro file - .miro.1 

http://en.wikipedia.org/wiki/.tif
http://en.wikipedia.org/wiki/.txt
http://en.wikipedia.org/wiki/.wav
http://en.wikipedia.org/wiki/.xml
http://en.wikipedia.org/wiki/.pdf
http://en.wikipedia.org/wiki/.ogg
http://en.wikipedia.org/wiki/.zip
http://en.wikipedia.org/wiki/.rar
http://en.wikipedia.org/wiki/.wmv
http://en.wikipedia.org/wiki/.wma
http://en.wikipedia.org/wiki/.dll
http://en.wikipedia.org/wiki/INI_file
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Windows Vista and 7 - How To Do ?  

1. Right Click (Alternate Shortcut Menu) 

When you right-click on a selection a context sensitive menu give you all of 
the allowed menu choices. 

2. File Menu Bar (XP style) 

This is the old XP style menu bar.  In Vista/7, this default is turned off.  You 
can turn it back on in Organize>Layout or press Alt to turn it on temporarily. 
The Edit or File menu selection allows you to do most file management 
function.  Use Edit>Move to Folder or Edit>Copy to Folder. 

3. Tool Bar (Vista/7 New Organize Menu) 

In Vista/7 the new Organize Menu shows the most common file management 
functions.   The XP task pane and tool bar is gone. 

4. Drag & Drop 

When dragging files within the same drive letter (C:) the default is moving the 
file.   When dragging to a different drive letter (H:) like a flash drive, the 
default is a Copy rather that a Move.   The original is always preserved. 
 
Hint: Drag and drop from Detail Pane to Navigation Pane. 
Or, open new window for the destination and drag and drop to an open white 
area. 

5. Cut/Copy & Paste 
Use cut to move a file or folder or copy to copy and file or folder.  The item will 
always remain on the clipboard even after you close the windows. 

6. Right Click Drag & Drop 
This allows you to override the above Drag & Drop defaults.   After you drag 
an item using the right mouse button, and optional menu let you choose your 
selection. 

7. Control Keys 

<Ctrl) X – delete selection to the clipboard 
<Ctrl> C – copy selection to the clipboard 
<Ctrl) V – Paste selection from clipboard 
<Ctrl> S – save current document 
<Ctrl> A – select all documents 
Shift key – Contiguous selection 
Ctrl key – Non contiguous selection or overrides the Move default. 
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ACCESS STUDENT CD 

Using AutoPlay 
The AutoPlay is a feature introduced in 
Windows XP, examines newly discovered 
removable media (CD, DVD, Flash Drive, 
Digital Camera…) based on content such as 
pictures, music or video files, launches an 
appropriate application to play or display the 
content. 
 
For example, when you insert a DVD movie 
into the DVD drive, it will play it using 
Windows Media Play.  Or, when you connect a 
Digital Camera, it you ask you to import it into 
your Picture Gallery or folder. 
 
AutoPlay can be configured by the user to associate favorite applications to 
start automatically with the media is inserted. 
 

Access Student CD with AutoPlay 
 

If you wish to use the AutoPlay to access file on the CD, choose “Open folder to 
view files” will take you directly to Windows Explorer. 
 

 
 

Manually Without AutoPlay 
 
I prefer that students first access the CD manually, so they would have an 
understanding where files and folders are located win Windows. 
 

1. Click on Computer either from the Desktop or from the Right pane of the 
Start Menu.  Any new media such as a CD inserted in the drive will be 
assigned and drive letter (D:, F:, G:…).after the last Hard Drive. 
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2. Double-click on the CD icon to view it in Windows Explorer. 
3. Locate the folder and open it. 

 

Copy Student CD to your Hard Drive 
If you wish to use the sample lessons and files without having to load the CD 
every time, you can copy it to your hard drive. 
 

1. Select the folder you wish to copy.  Notice that it will turn blue. 
2. Right-click and select Copy from the context menu. 
3. Go to your Windows Desktop. 
4. Right-click on any free area and select Paste from the menu. 

OR 

Copy to Document Folder 
It is a bad practice to copy files or folder to 
you r desktop.  It is better to copy the 
student CD  in the Document folder under 
you personal folder. 
 

1. Open your personal folder, open 
My Document folder.* 
 

2. Right-Click and select Paste. 
 
* 
XP:  My Document 
Vista: personal folder>Document 
Win 7: Libraries>Document>My Document 

Notice that the icon is 
different when a CD is in 
the drive.  The name and 
additional information 
will appear depending 
on your View. 



A.16 
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Using CD Wizard 
In this lesson you will learn to burn a data CD using standard Windows XP software.  

 

Windows Writing Wizard 
Windows Writing Wizard is included in a Windows XP system.  Window 
Writing Wizard only has the capability to create ISO 9660 (Mastered) format.   
That is why a most XP system comes with some type of CD writing software 
like Roxio or Nero. 
 
Using AutoPlay 
First make sure that all files are closed that you might wish to copy to a CD. 
 

1. Insert a blank CD in the read/write CD drive.  A dialog box 

will appear on the monitor screen (Figure 1). 

 

 
 

Figure 1  Dialog box for writing CD 

 

2. Select Open writable CD folder using Windows Explorer. 

(Figure 2) 

3. Click OK. 

 

If the Autoplay 
dialog box does not 
appear, Open My 
Computer and 
locate your CD/DVD 
RW drive. 
 
You must have a 
RW (Burner) type 
drive to create a CD 
or DVD. 
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Manually Burn CD 
 

1. Click Start and select My Computer (Figure 3). 

 

 
 

Figure 3  My Computer 

 

2. Select the files or folders to be copied.  

3. Right click on the selection and in the drop down menu select 

Send to, and in the next menu select CD-R Drive (X). (Figure 5) 

 

 
 

Figure 5  Files to be sent to CD-RW 
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4. Repeat steps 4, 5, and 6 until you have selected all the files 

and folders you wish to copy to the CD. 

5. In the taskbar at the bottom of the screen select the button 

with the named your CD-R Drive (X) to restore that window. 

Note: Open and second window and use drag & drop to stage 

files to be written.  

6. On the left side of the screen in the CD Writing task box 

select Write these files to the CD (Figure 6). 

 
Figure 6  Windows XP(Home Ed.)  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
6b  Windows XP (Pro Ed) Files ready to be written to CD-RW 
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7. Enter a name in the CD name: box or accept the default name. 

Click the Next (Figure 7 Figure 8). 

 

 
 

Figures 7  Name the CD dialog box 

 

 
 

Figure 8  Writing to the CD 

 

8. When the files have been copied, if you do not want to create 

another CD the same as the one just created, click Finish (Figure 

9). 
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Figure 9  Wizard last dialog box 

 

9. Verify that the file was copied correctly by opening My 

Computer and select the CD-RW drive. (see step 5 above).  

Double click on the file and it should open. 

 

10. When the CD-R drawer opens close it and a new dialog box will 

appear.  Select the command Open folder to view files using 

Windows Explorer and click OK.  You can then verify that the 

copy was made as you wanted. 

 

Note: To add more files to the CD, just repeat these 

steps starting at 4.   

Adding more files to a CD creates a multi-session CD 

which might not be compatible when you need to share 

this with others. 

 

 


