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Microsoft Office Short Cut Keys For
The Windows Operating System
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[CTRL]+A
[CTRL]+C
[CTRL]+X
[CTRL]+V
[CTRL]+F
[CTRL]+G
[CTRL]+H
[CTRL]+N
[CTRL]+O
[CTRL]+P
[CTRL]+W
[CTRL]+Z

[SHIFT]+ [CTRL]+B
[SHIFT]+ [CTRL]+I
[SHIFT]+ [CTRL]+>
[SHIFT]+ [CTRL]+<
[ALT]+[F]+[A]
[ALT]+[CTRL]+I
[CTRL]+[HOME]
[CTRL]+[END]
[CTRL]+[ENTER]
[ALT]+[CTRL]+T
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Microsoft Outlook
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[CTRL]+X
[CTRL]+V
[CTRL]+D
[CTRL]+Q
[CTRL]+N
[CTRL]+R
[CTRL]+U
[CTRL]+Z
F9

New Meeting
New Contact
New Task

New Note
Navigation Pane
Mail

Calendar
Contacts

Tasks

Notes

[CTRL]+A
[CTRL]+C
[CTRL]+X
[CTRL]+V
[CTRL]+F
[CTRL]+H
[CTRL]+K
[CTRL]+N
[CTRL]+O
[CTRL]+P
[CTRL]+T
[CTRL]+Z
[SHIFT]+ [CTRL]+L
[SHIFT]+F3
[SHIFT]+ [CTRL]+%
[ALT]+=
[ALT]+[CTRL]+I
[CTRL]+[HOME]
[CTRL]+[END]
[CTRL]+F3
[ALT]+F8

[SHIFT]+ [CTRL]+A
[SHIFT]+ [CTRL]+C
[SHIFT]+ [CTRL]+K
[SHIFT]+ [CTRL]+N
[ALT]+F1
[CTRL]+1
[CTRL]+2
[CTRL]+3
[CTRL]+4
[CTRL]+5



