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COMMAND LINE
calc
: 
Run
 
Calculator
control
: 
Run
 
Control
 
Panel
excel
: 
Run
 
MS
 
Excel
mspaint
: 
Run
 
Microsoft
 
Paint
notepad
: 
Run
 
Notepad
taskmgr
: 
Run
 
Task
 
Manager
shutdown
/
s
:
 
Turn
 
off
 
the
 
computer
 
in
 30 
seconds
 
shutdown
/
h
:
 
Hibernate the computer
shutdown
/
r
:
 
Restart the computer
winword
: 
Run MS Word
\
: 
Open the Home folder
) (
KEYBOARD
Win: 
Open the Start Menu
Win
 + D: 
Go to Desktop
Win
 + Е
: 
File Explorer
Win
 + M: 
Block the workstation
Win
 + M: 
Minimize all windows
Win + R: 
Run (command line)
Win
 + S: 
Search
Win + T: 
Choose the first element in the Task Panel (press it one more time to move to the next item)
Win + 
Right/Left arrow: Split the screen
)		
 (
AUTOHOTKEY
<Win + 
Space
>: 
Switch languages
) (
BROWSER
Ctrl + N: 
New window
Ctrl + T: 
New tab
Ctrl + W: 
Close current tab
Ctrl + Shift + T: 
Reopen the last tab or window 
Home: 
To the top of the page
End: 
To the bottom of the page
Ctrl + N: 
Bookmark the current page
Ctrl + H: 
History
Ctrl + J: 
Downloads
Ctrl + J: 
Mo
ve the cursor to th
e address bar
Ctrl + Tab
: Switch between tabs
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WORTH REMEMBERING
Shift
: 
Block CD-ROM 
autorun
Shift
+
F
10: 
Show the content menu for the selected item
Alt
+
Printscreen
: 
Make a screenshot of an active window
Alt
+
F
4: 
Close the active item (exit the active program
)
Ctrl
+
F
4: 
Close the active document
Shift
 + 
click on the icon in the task panel
: 
Open a new application window
Shift
 + 
right click: Show the application menu
Ctrl
 + 
click on the group of icons: Unfold all windows
) (
SPECIAL SYMBOLS
Copyright
: 
Alt
 + 
Ctrl
 + 
C
Registered trade mark
: 
Alt
 + 
Ctrl
 + 
R
Trade mark
: 
Alt
 + 
Ctrl
 + 
T
) (
WORD
Shift
 + 
F
5: 
Move
 
to
 
the
 
last
 
change
Ctrl
 + 
Alt
 + 
Z
: 
Switch
 
between
 
the
 
last
 
four
 
edits
Ctrl
 + 
Left
/
Right
 
arrow
: 
Move
 
by
 
the
 
words
Ctrl
 + 
Up
/
Down
 
arrow
: 
Move
 
by
 
paragraphs
 
or
 
vertical
 
scroll
Ctrl
 + 
Page
 
Up
 (
Page
 
Down
): 
Scroll
 
up
 
or
 
down
 
one
 
page
Home
 / 
End
: 
Go
 
to
 
the
 
start
 
or
 
the
 
end
 
of
 
a
 
line
The
 
same
 
with
 
the
 
Shift
 
key
 
pressed
: 
Text selection
Shift
 + 
F
3: 
Change the case of letters 
Ctrl
 + 
Alt
 + 
I
: 
Preview window
Ctrl
 + 
Alt
 + 
period
: 
Ellipsis
Ctrl
 + 
F
12: 
Select the document to open
Ctrl
 + 
left mouse key
: 
Select the sentence
F
7: 
Spellcheck
 and grammar check
) (
MEMOQ
Tab: 
Switch between the Source and Target
F2: 
Edit the Source
F7: 
Check spelling
Ctrl + Shift + A: 
Select all segments
Ctrl + K: Concordance
Ctrl + P: 
Look up terms
Ctrl + T: 
Split segment
TRADOS
F3: Concordance
F4: 
Exit
F12: 
Save as
Ctrl + K: Concordance
Alt + F2: 
Edit the Source
Alt + 
Ins
: 
Populate from the Source
Alt + Del: 
Clear Target
) (
BASIC COMMANDS
Ctrl
 + 
A
: 
Select all items
С
trl
 + 
F
: 
Search
Ctrl
 + 
N
: 
New document
Ctrl
 + 
O
: 
File selection window
Ctrl
 + 
P
: 
Print
Ctrl
 + 
S
: 
Save the document
Ctrl
 + 
W
: 
Close the document
С
trl
 + 
Z
: 
Undo an action
)			м
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