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1 Introduction 
This eBook is intended for anyone who uses a PC on a regular basis who wants to learn how do get 
things done quickly and easily – become uber1 produc�ve. This means using the minimum number 
of mouse clicks and keyboard strokes for any given task. 

1.1 Dual Monitors 
My very first recommenda�on to anyone is buy a second screen or monitor. We spend much �me 
reading informa�on and then keying. For example, following wri�en instruc�ons or watching a 
training video and then doing something ourselves. 

With two monitors, you can be reading instruc�ons on one and then following along on the other. 
Or reading informa�on on one to copy and paste into a document or other applica�on on the other 
screen. 

This is much, much easier than switching windows and / or browser tabs. And saves mouse clicks. 

1.2 How Much Do You Click? 
As well as wan�ng to be produc�ve the flipside of that coin is the benefit to your health. Repe��ve 
strain injury (RSI) and carpal tunnel syndrome (CTS) are both ailments that can affect regular 
computer users. My objec�ve with all work is to minimise the number of mouse clicks and 
keystrokes needed to perform a given task. This in turn will obviously bring benefits through reduced 
ac�ons.  

I recommend installing some free tracking so�ware that will count your mouse clicks, keystrokes and 
also how far your mouse has travelled. You may be shocked at the results! 

Links: 

h�p://www.blacksunso�ware.com/mousotron.html 

h�ps://whatpulse.org/ 

I’d recommend you do that right away in order to capture sta�s�cs of how you currently work. 
Capture a few days’ of data before you implement any of the sugges�ons herein. 

Then in a few weeks’ �me a�er you have learned the various shortcuts you can compare the data to 
see what sorts of reduc�ons you have achieved. 

1.3 Windows Focus – What is it? 
When you have mul�ple windows open, you have to click into each window before you can use it. 
This is called se�ng the focus, a Windows term. So immediately that is a mouse click every �me you 
switch from using one window to another. There is a u�lity you can install that automa�cally sets 
the focus just by moving the mouse pointer over the window you want to use: 

h�p://joelpurra.com/Projects/X-Mouse_Controls/  

 

  Uber - deno�ng an outstanding or supreme example of a par�cular kind of person or thing. 
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so this alone will save you many clicks a day. 

1.4 Regular Tasks 
In online marke�ng there are dozens of tasks we perform repeatedly: 

• Crea�ng files 
• Renaming files 
• Moving files 
• Selec�ng files 
• Uploading, downloading files 
• Copy text from one place to another 
• Typing and crea�ng content – words, pictures and videos 
• Dragging, dropping 
• Signing into websites 
• Opening and closing apps, browser tabs  
• Typing data into fields 
• And other tasks not listed here 

MS Windows offers an abundance of features to enable you to get things done efficiently, and also 
offers many alterna�ves to accomplish the same tasks: 

• Menus – right click, select 
• Menus – drop downs 
• Keyboard shortcuts 
• Drag and drop 
• Single click 
• Shi�-click 
• Ctrl-click 
• Double click – two rapid clicks in succession – select a single word on a page 
• Click twice – two clicks with a short delay in between 
• Triple click – three rapid clicks in succession will select an en�re paragraph (which may be a 

line of text on a web page) 

I have men�oned LastPass in other of my eBooks series – this is a password management tool, in the 
form of a free Google Chrome extension. This will save you from having to type usernames and 
passwords into websites that you regularly log in to. 

1.5 Set Up Buttons for Repeated Tasks 
If you find yourself repeatedly performing the same tasks in MS Office such as pas�ng plane text, I 
suggest se�ng up a bu�on in the tool bar to do this.  

1.6 The Complete List of Windows Shortcut Keys 
Key combina�on Resul�ng ac�on 
Ctrl + A Select all items in a document or window. 
Ctrl + X Cut the selected item. 
Ctrl + C (or Ctrl + Insert) Copy the selected item. 
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Key combina�on Resul�ng ac�on 
Ctrl + V (or Shi� + Insert) Paste the selected item. 
Ctrl + Z Undo an ac�on. 
Ctrl + Y Redo an ac�on. 
Alt + Tab Switch between open apps. 
Alt + F4 Close the ac�ve item, or exit the ac�ve app. 
Windows logo key  + L Lock your PC. 
Windows logo key  + D Display and hide the desktop. 
F2 Rename the selected item. 
F3 Search for a file or folder in File Explorer. 
F4 Display the address bar list in File Explorer. 
F5 Refresh the ac�ve window. 
F6 Cycle through screen elements in a window or on the 

desktop. 
F10 Ac�vate the Menu bar in the ac�ve app. 
Alt + F8 Show your password on the sign-in screen. 
Alt + Esc Cycle through items in the order in which they were 

opened. 
Alt + Page Down Perform the command for that le�er. 
Alt + Enter Display proper�es for the selected item. 
Alt + Spacebar Open the shortcut menu for the ac�ve window. 
Alt + Le� arrow Go back. 
Alt + Right arrow Go forward. 
Alt + Page Up Move up one screen. 
Alt + Page Down Move down one screen. 
Ctrl + F4 Close the ac�ve document (in apps that are full-screen 

and let you have mul�ple documents open at the same 
�me). 

Ctrl + D (or Delete) Delete the selected item and move it to the Recycle 
Bin. 

Ctrl + R (or F5) Refresh the ac�ve window. 
Ctrl + Y Redo an ac�on. 
Ctrl + Right arrow Move the cursor to the beginning of the next word. 
Ctrl + Le� 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 + Alt + Tab Use the arrow keys to switch between all open apps. 
Alt + Shi� + arrow keys When a group or �le is in focus on the Start menu, 

move it in the direc�on specified. 
Ctrl + Shi� + arrow keys When a �le is in focus on the Start menu, 

move it into another �le to create a folder. 

Page 5 of 12 



 

Key combina�on Resul�ng ac�on 
Ctrl + arrow keys Resize the Start menu when it's open. 
Ctrl + arrow key (to move to an item) + 
Spacebar 

Select mul�ple individual items in a window or on the 
desktop. 

Ctrl + Shi� with an arrow key Select a block of text. 
Ctrl + Esc Open Start. 
Ctrl + Shi� + Esc Open Task Manager. 
Ctrl + Shi� Switch the keyboard layout when mul�ple keyboard 

layouts are available. 
Ctrl + Spacebar Turn the Chinese input method editor (IME) on or off. 
Shi� + F10 Display the shortcut menu for the selected item. 
Shi� with any arrow key Select more than one item in a window or on the 

desktop, or select text in a document. 
Shi� + Delete Delete the selected item without moving it to the 

Recycle Bin first. 
Right arrow Open the next menu to the right, or open a submenu. 
Le� arrow Open the next menu to the le�, or close a submenu. 
Esc Stop or leave the current task. 
PrtScn "Take a screenshot of your whole screen and copy it to 

the clipboard.  
Note  
You can change this shortcut so it also 
opens  screen snipping, which lets you 
edit your screenshot. 
Select Start  > Se�ngs > Ease of 
Access > Keyboard, and turn on the 
toggle under Print Screen shortcut. 

 

Use PrtScn key to open screen snipping"  
Windows logo key  Open or close Start. 
Windows logo key  + A Open Ac�on center. 
Windows logo key  + B Set focus in the no�fica�on area. 
Windows logo key  + C Open Cortana in listening mode. 
 Notes 
 This shortcut is turned off by default. To turn it on, 

select Start  > Se�ngs  > Cortana, and turn on the 
toggle under Let Cortana listen for my commands 
when I press the Windows logo key + C. 

 Cortana is available only in certain countries/regions, 
and some Cortana features might not be available 
everywhere. If Cortana isn't available or is turned off, 
you can s�ll use search. 

Windows logo key  + Shi� + C Open the charms menu. 
Windows logo key  + D Display and hide the desktop. 
Windows logo key  + Alt + D Display and hide the date and �me on the desktop.  
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Key combina�on Resul�ng ac�on 
Windows logo key  + E Open File Explorer. 
Windows logo key  + F Open Feedback Hub and take a screenshot. 
Windows logo key  + G Open Game bar when a game is open. 
Windows logo key  + H Start dicta�on. 
Windows logo key  + I Open Se�ngs. 
Windows logo key  + J Set focus to a Windows �p when one is available. 
 When a Windows �p appears, bring focus to the 

Tip.  Pressing the keyboard shortcuts again to bring 
focus to the element on the screen to which the 
Windows �p is anchored. 

Windows logo key  + K Open the Connect quick ac�on. 
Windows logo key  + L Lock your PC or switch accounts. 
Windows logo key  + M Minimize all windows. 
Windows logo key  + O Lock device orienta�on. 
Windows logo key  + P Choose a presenta�on display mode. 
Windows logo key  + Ctrl + Q Open Quick Assist. 
Windows logo key  + R Open the Run dialog box. 
Windows logo key  + S Open search. 
Windows logo key  + Shi� + S Take a screenshot of part of  your screen.  
Windows logo key  + T Cycle through apps on the taskbar. 
Windows logo key  + U Open Ease of Access Center. 
Windows logo key  + V Open the clipboard.  
 Note 
 To ac�vate this shortcut, 

select Start  > Se�ngs  > System  > Clipboard, and turn 
on the toggle under Clipboard history.  

Windows logo key  + Shi� + V Cycle through no�fica�ons. 
Windows logo key  + X Open the Quick Link menu. 
Windows logo key  + Y Switch input between Windows Mixed Reality and 

your desktop. 
Windows logo key  + Z Show the commands available in an app in full-screen 

mode. 
Windows logo key  + period (.) or 
semicolon (;) 

Open emoji panel. 

Windows logo key  + comma (,) Temporarily peek at the desktop. 
Windows logo key  + Pause Display the System Proper�es dialog box. 
Windows logo key  + Ctrl + F Search for PCs (if you're on a network). 
Windows logo key  + Shi� + M Restore minimized windows on the desktop. 
Windows logo key  + number Open the desktop and start the app pinned to the 

taskbar in the posi�on indicated by the number. 
If the app is already running, switch to that app. 
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Key combina�on Resul�ng ac�on 
Windows logo key  + Shi� + number Open the desktop and start a new instance of the app 

pinned to the taskbar in the posi�on indicated by the 
number. 

Windows logo key  + Ctrl + number Open the desktop and switch to the last ac�ve window 
of the app pinned to the taskbar in the posi�on 
indicated by the number. 

Windows logo key  + Alt + number Open the desktop and open the Jump List for the app 
pinned to the taskbar in the posi�on indicated by the 
number. 

Windows logo key  + Ctrl + Shi� + 
number 

Open the desktop and open a new instance of the app 
located at the given posi�on on the taskbar as an 
administrator. 

Windows logo key  + Tab Open Task view. 
Windows logo key  + Up arrow Maximize the window. 
Windows logo key  + Down arrow Remove current app from screen or minimize the 

desktop window. 
Windows logo key  + Le� arrow Maximize the app or desktop window to the le� side 

of the screen. 
Windows logo key  + Right arrow Maximize the app or desktop window to the right side 

of the screen. 
Windows logo key  + Home Minimize all except the ac�ve desktop window 

(restores all windows on second stroke). 
Windows logo key  + Shi� + Up arrow Stretch the desktop window to the top and bo�om of 

the screen. 
Windows logo key  + Shi� + Down arrow Restore/minimize ac�ve desktop windows ver�cally, 

maintaining width. 
Windows logo key  + Shi� + Le� arrow 
or Right arrow 

Move an app or window in the desktop from one 
monitor to another. 

Windows logo key  + Spacebar Switch input language and keyboard layout. 
Windows logo key  + Ctrl + Spacebar Change to a previously selected input. 
Windows logo key  + Ctrl + Enter Turn on Narrator. 
Windows logo key  + Plus (+) Open Magnifier. 
Windows logo key  + forward slash (/) Begin IME reconversion. 
Windows logo key  + Ctrl + V Open shoulder taps. 
Windows logo key  + Ctrl + Shi� + B Wake PC from blank or black screen 
Ctrl + C (or Ctrl + Insert) Copy the selected text. 
Ctrl + V (or Shi� + Insert) Paste the selected text. 
Ctrl + M Enter Mark mode. 
Alt + selec�on key Begin selec�on in block mode. 
Arrow keys Move the cursor in the direc�on specified. 
Page up Move the cursor by one page up. 
Page down Move the cursor by one page down. 
Ctrl + Home (Mark mode) Move the cursor to the beginning of the buffer.  
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Key combina�on Resul�ng ac�on 
Ctrl + End (Mark mode) Move the cursor to the end of the buffer. 
Ctrl + Up arrow Move up one line in the output history. 
Ctrl + Down arrow Move down one line in the output history. 
Ctrl + Home (History naviga�on) If the command line is empty, move the viewport to 

the top of the buffer. Otherwise, delete all the 
characters to the le� of the cursor in the command 
line. 

Ctrl + End (History naviga�on) If the command line is empty, move the viewport to 
the command line. Otherwise, delete all the characters 
to the right of the cursor in the command line. 

F4 Display the items in the ac�ve list. 
Ctrl + Tab Move forward through tabs. 
Ctrl + Shi� + Tab Move back through tabs. 
Ctrl + number (number 1–9) Move to nth tab. 
Tab Move forward through op�ons. 
Shi� + Tab Move back through op�ons. 
Alt + underlined le�er Perform the command (or select the op�on) that is 

used with that le�er. 
Spacebar Select or clear the check box if the ac�ve op�on is a 

check box. 
Backspace Open a folder one level up if a folder is selected in the 

Save As or Open dialog box. 
Arrow keys Select a bu�on if the ac�ve op�on is a group of op�on 

bu�ons. 
Alt + D Select the address bar. 
Ctrl + E Select the search box. 
Ctrl + F Select the search box. 
Ctrl + N Open a new window. 
Ctrl + W Close the ac�ve window. 
Ctrl + mouse scroll wheel Change the size and appearance of file and folder 

icons. 
Ctrl + Shi� + E Display all folders above the selected folder. 
Ctrl + Shi� + N Create a new folder. 
Num Lock + asterisk (*) Display all subfolders under the selected folder. 
Num Lock + plus (+) Display the contents of the selected folder. 
Num Lock + minus (-) Collapse the selected folder. 
Alt + P Display the preview panel. 
Alt + Enter Open the Proper�es dialog box for the selected item. 
Alt + Right arrow View the next folder. 
Alt + Up arrow View the folder that the folder was in. 
Alt + Le� arrow View the previous folder. 
Backspace View the previous folder. 
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Key combina�on Resul�ng ac�on 
Right arrow Display the current selec�on (if it's collapsed), or select 

the first subfolder. 
Le� arrow Collapse the current selec�on (if it's expanded), or 

select the folder that the folder was in. 
End Display the bo�om of the ac�ve window. 
Home Display the top of the ac�ve window. 
F11 Maximize or minimize the ac�ve window. 
Windows logo key  + Tab Open Task view. 
Windows logo key  + Ctrl + D Add a virtual desktop. 
Windows logo key  + Ctrl + Right arrow Switch between virtual desktops you’ve created on the 

right. 
Windows logo key  + Ctrl + Le� arrow Switch between virtual desktops you’ve created on the 

le�. 
Windows logo key  + Ctrl + F4 Close the virtual desktop you're using. 
  
Shi� + click a taskbar bu�on Open an app or quickly open another instance of an 

app. 
Ctrl + Shi� + click a taskbar bu�on Open an app as an administrator. 
Shi� + right-click a taskbar bu�on Show the window menu for the app. 
Shi� + right-click a grouped taskbar 
bu�on 

Show the window menu for the group. 

Ctrl + click a grouped taskbar bu�on Cycle through the windows of the group. 
Windows logo key  + I Open se�ngs. 
Backspace Go back to the se�ngs home page. 
Type on any page with search box Search se�ngs. 

 

I really hope you found this eBook helpful and have made good use of the knowledge. 

As always, if you need help or have any ques�ons, please contact me at 

paul@viml.co.uk 
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Copyright and Disclosure 

© Copyright 2020 Vivity Internet Marke�ng Limited. All Rights Reserved. 

May be shared with copyright and credit le� intact. 

Disclosure: 

Some of the links in this eBook are affiliate links. This means if you click and purchase the item, I will 
receive a small commission at no addi�onal cost to you. 

Regardless, I only recommend products or services that I personally use and believe will add value to 
my readers not because of the small commission. 
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