Ctrl + C
Ctrl + X
Ctrl +V
Ctrl+ Z
Ctrl + A
Ctrl

Ctrl + Shift

Alt + F4
Alt + Tab
Back Space

Delete

Shift

Cap Locks
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Important Keyboard Shortcuts EEfEERIEAN
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Character Keys Enter and Edit Keys Navigation Keys Numeric Keypad
FHR MAFGRLE G S Hrgs
Modifier Keys System GUI Keys Function Keys ‘ Lock Keys
[EEEH RGAPRE e L fint:ed

Copy Sl

Cut 037

Paste faNg

Undo b

Select All 2%

Select multiple items when using ZIf%+E, o ABNERZEHE]

the computer mouse to click on  m\esaE®RINE b, EI%—
each item that the user wants to T

NGz

colect. N Z X,

Switch between Chinese and BF PSR NSEFE SN Z 8]
Roman Alphabet. byt

Close Window *HYEsIEO

Switch Program Window & O

< Deletes the letter to the left of & AR AMIBSER

the cursor

> Deletes the letter to the right of & YedrAMBSEE

the cursor

Makes a letter capitalized while  {&{¥“shift"§2, JGFBRIBRAKE
you hold the “Shift” key. ozt

Makes every letter BEITFRRBEAASEAER!

CAPITALIZED until switched off. E;fj—,\}ﬁ—lciz}g_z%@o éiﬁﬁ?}’f%&ﬁ)\

When typing in Pinyin “Cap s g e s
Locks” allows you to type using B, & MZEP]LILRARIE

the Roman Alphabet. VA

Ctrl + Alt + Delete Lock Computer, Change User, HFHiEK, . EEF. 3T

Log Out, Change Password, g4 saganfd, $TFHESEIE
Task Manager. sg
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File > Save As

X > BEFEN

File > Save

Xt > &7

File > Open

Xt > $T7F

Edit > Copy

fWiE > Sl

Edit > Cut

%wiE > BIt])

Edit > Paste

YmiE > KENG

Edit > Select All

Wi > Tk

To save a file for the first time.

You should save your work as
soon as your start.

To save updates made to a file
that has already been saved.

You should save updates to
your work every 5 minutes.

Allows you to continue working
on a document that has already
been saved and closed.

You started a project in one
class and need to finish it in
another class.

Allows you to select an item to
move to a new spot. The “Copy”
command will also leave the
original item in its original spot.

Allows you to select an item
and move to a new spot. The
“‘CUT” command will remove
the item for its original spot and
move it to the new location
when “Pasted”.

Allows you to place an item you
have “Copied” or “Cut” in a new
spot.

Used when there are many
things that need to be copied.
“Select All” makes it easier to
copy or cut all items when using
the “COPY” or “CUT”
commands.
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Important Computer Commands EEMITENG S
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