SHORT CUTS

1. Select (Highlight) Everything: Ctrl + A

2. Copy Selected (Highlighted) Item:  Ctrl + C
3. Paste Selected Item: Ctrl + V
4. Cut Selected Item: Ctrl + X
5. Undo an Action (an OOPS!): Ctrl + Z 

6. Redo that thing I just undid: Ctrl + Y
7. Print: Ctrl + P
8. Switch between Open Windows: Alt + Tab 

9. Clear Everything and Show Desktop: 
        Logo Key (4 wavy white flags) + D
10. To Bold Text (Words): Highlight First Then: Ctrl + B
11. To Italicize Text (Slant the letters): Ctrl + I
12. To Underline Text: Ctrl + U
13. Get Help: Logo Key + F1
14. TAB – Adds 5 spaces – Use to indent paragraphs
15. Double click on the Clock – gives you a calendar

16. To Hyperlink – highlight the selected website: Ctrl + k
In order to change a selected (highlighted) word or phrase from all lower case letters to all upper case letters Press Shift + F3.
Go Saxons Go! – Highlight the phrase FIRST!  Then Press Shift AND F3      

 GO SAXONS GO!   - First time you press Shift and F3

 Go saxons go! – Second time you press Shift and F3 returns to 


original form.
 go saxons go! – This is what happens when you press Shift and F3 


a third time. 
