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€3(5X33©“ ©SM ŜC£̂€£)D gO epg&a5
es>3 $)60s5 epc§Ss5 § g & x s  S 6 ©  es&sw ®@ 
»c®@c5 ?5)3@©50?5) cod S5@D̂o®g epeeod es>3 
@G35dao awbaa @̂5&)@C3 ©o@(3®5 epo <fs> SS«5 
ep@d€5@D s)6e$@&>§.

ep©€3Dffi ©®@G3S!> @@® 0d5S?5) «5)©X3C3 
@£©5>060£ ̂ ©o€5)D6 eps!$£®s5 §g$DC3 @€5)3© @©
eps>0 ©q525>6s5®0 d©Sc3 @©cs ssjsoq)© 
® e © Q 0 6  @ Q ) ^ ( 5 ) ( ^ @ © ©  8 @ 0  © s 5 .  ©es5. § a 5 0 5 e 5  
e p o s ) © ® ^  e p S o e S a i © D  e p c o i ( 0  eao ftzscs  
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®©C3 ®es>§65 @S)dO e3©d©D ® cS © £ @@© ©©eps@3c3

@©Q> oc©6c4g 63825)3625$ @0.

@® ©2D 0 0  6 <g©oe3o® ep£)3625) 

@©epc^@c3® ep&)@£® SgatoC ©cb@g3255 S5)0s2$ 25)© 
g£5®255 ?3)5®(c5 0 (g088  @©@563 §©o€So® @©@ 
0ssss@C3e5 S3§}©8®255 2009-01-28^® g8®255 e5)G©(g 
S0(g €36d©e^g ?S)0 0© «»6<§£S) © ^. ©@d©

@@® ©Gepc®5@c38 @£0 ©  S© a>5 0©@C323

25>Oq ^  25)© @@85 ep50® 80d®  6e5a)DCS2S) §®oC3o§) 

dCD© ®d630® ©©®25 2009.02.05 0® a>e»q£> 
@®85 Sa58S @®©S8 8 0 8 8  §©oeso® @©o eox3

ep^ Q ®  0 0  6 §©oe3o© (epQ xto ) ©©epc^cs) 

7  © ®  25)dC>2SC3 @efeoo25>caO epcsd 6 7 2  g)©@8 ®D© csO@c5

§€5)D 80 d© 6©  epg@o25)Q Q@^©@C3® @©C3 25)®Q6C 

@25)30 C3©^©3 CO®@e5 8 0 . ^©025)3© 2̂ ©  ^ 5 ©  25)3©C3S5 

S 8@ d ©c©65 q^S)@c5 08cs@ ®^dc3 C3©(©e5J 

©50©32£)@C3® @05)60325508) S33®C32S5 C fd 0 ^ ,0 3  @®@ 

©©€pC®3@C3S 8C3(0© ®©C3255 @® ©25)00 e%© 6  epcS 

63825)362^0 ep®25)6© e3o(C5£3 ©adJSca g@ ^g0 ©  0 
epz;c8©25 0@c$@ g g ^g 0 @  ©  epS^5€)© S 62S 0 8025) 

epcsxi, ®©epc^@c3© © ci)86d  Q® ccseS ©3®8es>25©c3d

0 © 2 ^ © 3  @®2D C 33© 0 ef25)ZS0©C3 g®C33G)S5) 0cQC3OeS)25

@©86 02^80  @©255©8 8 0 8 8  ^©oC3o® 
@ ^0® ep̂ Jid@c®  S © 036
6  <§©oC 3o@ (epQ 3625))

6 0©  ©ocsp @6S@®e5cB©©® © 0  CfAxac© ®eQ)& 
@©es 2 0 0 9 .0 1 .2 8  ^©  ©®d6  S©<g C 36d© rfe 0©c5 
©zSo»0 © rf e?0d0)©.



0 a )  © O 8 © § a 5 q ) 0  ( e p / © )  %  < § o s »  e s o © @ £ s > d c 3

@®d5 S©<$ ejOc&DaSg eo© cp^o@co ©© 0)5 
@©C3 © s©  cs» 0  eDs@<3©a5 © g  epXD®© 
© cw © a5  Be, SO®.

2 0 0 9 . 0 7 . 0 3  £ ©  7  ©CD esafca @ d ® )o C i> © d  
©d®)oss)SoS 8©®©®8ep6
©o@€cS6a5ffl pp)5©d0 epSS SSa5 5s»© 
§)@g@^eac3 q>© eso©}6ca © e cp©c50)©.

6 @©o©oS)(cp)/a) © O g cp^oo^eo S©0)& 
@©a>5$ gd6 ©<$ Q d Q d Q  @ o© 50 ) es» eo© 
e?&)©£a> @©0)5 @®d& S©<^ © 6 c 5 © ^  
S 8 c 5  e x £ § 6 z  © O o @ )  © 5 ® .

6  § @ o © o 2 ) <3e3Se&3cS C3oCS£) © Jc5 S ® Q
© 5 Q o c s  S O © ®

2 0 0 9 . 0 8 . 2 2  
"S ^© 5
Q 5d  £5© gd . _ _ ^ , . ;v 
<?&>©£© @€0)5 ©®<3e5.



7  0 £ »  q 6 B (S & s£ q Q  ( C ^ / S )  §  (g o S »  £3o(B £3 S (g S » C 3

2008.02.08 ©® ^®  €pS®©@C38 ®e>3 SQ©® ©g 7 
§©oC3o© (qo/©) 3©©@d g©@ ep6a@g® 8©5):>6 @©o @®d6 SSS 
ctoSo®, 8©dS o®  @dod<3 8©038 ©80® ©g ep®6, ^®  28 ©
e)©epc«0 99^*3 ©3d)@3@3© @2lds5S§C3 gg^g coo© @©88
®cgj&@®8 ©g© 2008.03.10 9® ^®  SO 57 @d®3o®C30 epo8  573 
a©@d®30 oO@8 @®3S02$@® §kf|5 ep6?5®es 0@(g@©8 @©®@© 
S©©o8  @©o @038S® 63d©36 ep6@® ©6® ©?,.

@038S® 63d©36 ep36@®@d SO® 8©«X£ ®x3©8©o 
oO@8 g<sS epSdd)3®@o8  g® 0 ©dgO&sS ©0© Q® ©6<| 
®g8@8 ©6@dc)3® 868®6 io  ©6®8 g ®36 ©^@ 83®  ©g®3 
ggg<0 g  @@® S©© sxD 8 3 d  30®  ©3©233©@o8 ©6?g ©§ 
@®@®g® 0©§, ®d®0 ^8  @0® 23X5® ©g ®38o ©6©®© @0 . 
©8^. 2008.03.18 0®  ^®  @®@ 0©©@d S3 ©65©3O®0 epo8  ®£> 
86d  dci>®©©0 SS @®30Ss$@® <§&& ep36a@© ©©(g© 9®5©ax3 
86® 0 ©6®*0 @d0©)£8 @g@g®© 8©@®@o8  ep<c$@3 oc8®0 
o @8 So. ©@©€3 e>®6c ̂ 5  ep6o®zs 0(g<g@ 8@©g0 <§&» 0<sgo8  
©6c$) (X©8 ep®3©66>o ©6 ©58®0 ®cS So. 2008.04.16 0® ^®  
gO® 0®>©O @©6o  ep36c@©8 ©@03© @dO0ii£ @®6 >@d ©508 
e$®o @0® epcggS ®g8@S ©o©6o 8  @©® g®s6o 8  ©<j5©©6 
86ceg®0 ®60® ©c®6)@0 ep© S. ©65030® ®6> 86d  o ©8 So. 
®0g ©@ ep6c© ®6®3 ®d<D©3^8 §5| ©6® ©g ©3©@0 @©@0388 
$®3 ®88<@8 @©£3 ©®3 8g  ©g®@8 ©o©6 03 8  86e5@6oo ©@ 
S. ®3 .S. ©65030® tsx3 86d  SS8  0® ©o©6 @0© gc9 ge»36o 8  
©<g© ©6®8 9e5O03£8 oc@8o  geg 85oc5 S®x» S 6®0 o ®8 
0® ©g.

6cg6e @d©0 ^ 8@®8 08 ® o  §g) oz8 @® ®3@@o 
@®@®g® e3̂ ®3 561 ©@d§ oO arf o § o  ^poairfO oorf ©6b ge3 
a®@ 3® ® o @0® ©025x3 qcS ep®@o5c£)oe5 §@d @®3SScg©® 
ep65@0e6 S@®3© 8 8 9  ©dOStt^ c)o®5 S®x» s»6 ^ 5  ep6?s»® 
0©<g@ ep6e@0a5 0@gdjQ dcD(3® o SO® So. Sod® ep6&@0s5 
©@03© 0® C5£®D @dO©&55 SS«5 25X3® ©C 03©® 
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esofê p e£0©a©30C3s5 ©d5 ss5©@© <§>Q © 6©  ©g, 
ep©6, SSS®e3 g6© d©  ©©g©® ©So o^eg ©d 
<§)£3©a5 g@^®c3s5 © epcsSO©} ©<£)gg <g>̂ ©6<§te5 
© 0©  ©325@&X3 G3Os5 @o 6§^5DO @©3 @£© ©^. 
^ 5 C 3 0  epc@c© ©@@d©3 63®(© C3@SJ
2009/02/05 ^ ©  ©6ei5©s5 g@^©@d 0©©@ d 
# |6  §©cs dOD©©c3 © 6©  ©£ ep©6, 2009/04/29 

^©  S@@©300C3 g@^o@d <g6$3®Q ©e^csO 
epesesS©© 0©3O£> 0  ©cs @d©03<|a5@©es5 epcSerf
© 6 ©s5©3 ©£ d£>3©G3© e?©©C3 dc)DO©C3 © 6©  

<§£•
2009/05/24 ©© @®d5 S © ® 88 

£G3©3C3©@(55 sag © cS@®s5 e g ©  3©©@ d ©© 

ep$$|© @®d£> @a5e3©©©d 6s5©3C3© 08^5

©36©s5©3 ©^. <g©3 g<£) ©£) 8& d  e3o®zs3©Se55 
65©s50© §  3©©@d g§a)©@ ©352s©36c3 §@d 
c$©«5 g©36 ©§e$5 ^s© @©es ep©3© ©3© 0  ©cs 
@®3©©c©(§ e3^o)Sc3 8@e3©6 SO® ©3 ^®cs
es©d © 6  ® c© © 8. e£&)@£© ©@Q>5©®3@(55 ^s© 

© 5 0 0 ©  © 3  e s a ^  e p S e g g ^ o c s  C 5 0 @ d  

ep6®© ©6© © ^ ep©6. S©©@d 8cs<e© 
©d6dS6@® epc3© <0e5@ (^ @©3e3g®0 
g S S @ c s f f i5  © ® @ c s e 5  ^ ©  6 0 ©  0 s S  @ © 3  © d © c s ^  

©@^ epa5©6 15© e3®&D 0®d© es® ©3©cs© 
q D 6 2 5 § ©  0 S 0  © 3  ® o © 5  e3^G )S C 3 g § ^ 5 ©  ^ © ©  

q © 6 , §©3 0®3© g  @68@®es5© §©dc)3© 

@ ® 3 e ) © c ( © ^ © 1 © i^ 5 ©  @ ® 3 e )© s< © ^@ ,

fi3 o (B ^3  0 s Q O ( g  @ ® 3 © © 5 ( © ( g © ,  ( $ S a 5  © g g  

C O © 6 ^ 3  ® @ © 3 © ,  @ 6 3 Q © e  © ( 3  S 0 3 6 5 ,  

e p g a 3 ® 3 C C 3 ,  g 6 © 0 ©  Q 0 @ 3 6 c  @ ® 3 © © 5 < © (g @ . 

§ ( S © 3 ^ @ © C 3 ,  @ ©  6 3 s 6 c s e 5  s © d ©  @ ® 3 f i)© C (© (^ © , 

S 0 ( g  @ d 0 ©  © ( 3  S 0 3 6 3  @ ® 3 Q © C < © (^ © , @ 4 ® ®  

® 3 © 3  @ ® 3 © © 5 ( © ( g © ) 6 3 6 ®  «$<DCS © 3  @ © 3  8 S C 3 g  S  

9  ® 3 5 © C 3 0  C 3 3 © C ©  8 ©  ^ © « 5 © © d  © 3  © 6 & ) 0 5 ( D  

® © 2 s 5 , g 6 © < 3 ©  @ © 2 s d (5 3 © c 3 s 5  £  d S )3 © ® C 3  © 6 ©  

© ^ , .  € 3 ® g 5 ^ o @ c 3 ^  ep©e3es5 © 6©  © g  @ @ ® 

© 2 5 3 o a S ^ O  e p ® © 6 ©  © e s g S ©  @ © 5 d © 3 © 3 6 c 3 ,  

@ © 3 @ © 3 ®  @ © 5 8 © 3 © 3 6 C 3 , @ e 3 g ® g /@ © 3 @ © 3 ©  

6 2 0 0 3 © ©  © s 6 ® @ ®  @ ©  3 © © C ( © ( g © .  g d © © 3 ©  

@ ® 3 © © C ( © ( g © J 6 3 © 3 ©  © @ © 3 0 ,  © 0  (§)<0©sa5@©Q 

@ ® 3 © © 5 < c S © P© ) C33 a J ^ ©  Q 0 3 f f i ©  epo©
@ ® 3© © c«@ (g©  g  © S © ® ^  < § > ^ © 6 ® s 5  © 0 8 ,

% ©o©3 g£) © § ^p 0  gSeso06)3©c3 0 ® d  

e3®(® ep36®© © 6 ©  ©q e^36es^© @d©3 

§©d<33©c3 (Sg@®3©0cs) C3©@g5 epcS @d©3o© 

©3 ©3525 @d©3o©, ®(g@ d©3©^ @©© ffloC5^3 

e3@@e^©©3©C3^ O5©S2$0® S © © @ d  ®© 
©3ft2S©36C3 @0.



0 5 )  @ o25)3 ©<§2S)3C3

2009/07/15 ^® 0  @C3geg 025)25)@d 

O@ 0® 63002^636(3 ^25)3 03®  63L©6L
ep€5)6. $  @©q@©s5 2008/07/15 0®  ^|® 
ep@63G)e}6 dcs §  ®® @©5S 63dcs3®s5 epScsra l̂ 
SesescsO ®3 Sc3<0® epcs©<0s5O255 63®d® qg) 
®§£300255 @63q5 00)3 @©58 gd30e5  o©eS 0 ®  

©^. 2009/07/20 ^®  Sc3(0© Sg8s5 @©@@©a5 
^03 @®5d® €3o@®cad o©255 0®  ©^.

63o(C£3 025)25) ®3 63o(G£P §@25) © 5© O g 

8®025$ 25)6@@d 25)a®(B^g5025)©C3.

ep&)@£® S(g©3& 2?©3 0 ®  @8®s5 23)5® ^ 

@c5S© © Sd 62S5®3C325)@C£> ®3C32SC50C3 ®3 ©(CD 

@0250® G30@c5 63o<0£? @©25)3 66 0 ®  ep®@3®0255 

e3o0 de36c3 €3®6®e5 cs® q)®@s5 @06 ®©s5 
25)6c©s5 @©8s5 ep@®s$G5 esoeŝ p 325)25) »©<© epo£ 
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The Ten Commandments of Success

1. Work Hard
The best investment an Officer can make.

2. Study Hard
Knowledge enables an Officer to work 
more intelligently, effectively and 
systematically.

3. Have Initiative
Ruts often deepen into graves.

4. Love Your Work
Then you'll find pleasure in mastering it.

5. Be Exact
Slipshod methods bring slipshod results.

6 . Have the Spirit of Conquest
Thus you can successfully battle and 
overcome difficulties.

7. Cultivate Personality
Personality is to a human what perfume is 
to a flower.

8. Help and Share with Others
The real test of professional greatness lies 
in giving opportunity to others.

9. Be Democratic
Unless you feel right towards your fellow 
men, you can never be a successful leader 
of men.

10. Do Your Best
The man who has done his best has done 
everything.
The man who has done less than his best 
has done nothing.
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LEGAL & LOGICAL

After having failed his exam in "Logistics and Organization", a student goes and confronts 
his lecturer about it.

Student: "Sir, do you really understand anything about the subject?"

Professor: "Surely I must. Otherwise I would not be a professor!"

Student: "Great, well then I would like to ask you a question. If you can give me the correct 
answer, I will accept my marks as it is. If you do not know the answer, i want you to give me 
an 'A' for the exam.

Professor: "Okay, it's a deal. So what is the question?"

Student: "What is legal but not logical, logical but not legal, and neither logical nor legal?"

Even after some long and hard consideration, the professor cannot give the answer, and 
therefore changes his exam marks into an "A", as agreed.

Afterwards, the professor calls on his best student and asks him the same question.

He immediately answers: "Sir, you are 63 years old and married to a .35 year old lady, which 
is legal but not logical. Your wife has a 25 year old lover, which is logical but not legal. 
The Tact that you have given your wife's lover an "A", although he really should have failed, 
is neither legal nor logical."
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1 Conductor Class 1 solid copper
2 Insulation HDPE (High Density Polyethylene

3 Sheath PVC (Polyvinyl Chloride)

S i n c e  w e  a r e  u s e  o n l y  4  w i r e s  ( 2  p a i r )  f o r  D a t a  t r a n s m i s s i o n ,  t h e r e  is a  p o s s i b i l i t y  o f  
c o n n e c t i n g  m o r e  c o m p u t e r s  w i t h  o n e  A e r i a l  C a b l e .  F o r  i n s t a n c e ,  a  3 0  p a i r  A e r i a l  C a b l e  c a n  
a c c o m m o d a t e  1 5  c o m p u t e s  i n  t h e  n e t w o r k .  F u r t h e r ,  w e  c o u l d  j o i n  a e r i a l  c a b l e  w i t h  n e t w o r k  cable 
( C A T  S E )  a n d  c o u l d  u s e  w i t h o u t  a n y  d a t a  L o s s e s .

A n o t h e r  a d v a n t a g e  o f  u s i n g  a e r i a l  c a b l e  is, i t  c o u l d  t r a n s m i t  D A T A ,  V O I C E  a n d  A U D I O  S i g n a l s  a t  t h e  
s a m e  c a b l e  ( 3  i n  o n e )  b y  u s i n g  d i f f e r e n t  p a i r s .  I n t r o d u c i n g  o f  A e r i a l  C a b l e s  t o  t h e  N e t w o r k  S y s t e m  is a 
t r e m e n d o u s  a c h i e v e m e n t  o f  t h e  S c h o o l  o f  S i g n a l s  C o m p u t e r  L a b o r a t o r y  a n d  i t  h a s  c r e a t e d  
r e v o l u t i o n a r y  e r a  o f  n e t w o r k i n g .

LTJMDNUWAN 
SCHOOL OF SIGNAL

A REVOLUTION OF NETWORKING

A  c o m p u t e r  n e t w o r k  a l l o w s  c o m p u t e r s  t o  c o m m u n i c a t e  w i t h  m a n y  o t h e r  a n d  t o  s h a r e  
r e s o u r c e s  a n d  i n f o r m a t i o n .  C o m p u t e r  n e t w o r k s  c a n  a l s o  b e  c l a s s i f i e d  a c c o r d i n g  t o  t h e  h a r d w a r e  a n d  
s o f t w a r e  t e c h n o l o g y  t h a t  is u s e d  t o  i n t e r c o n n e c t  t h e  i n d i v i d u a l  d e v i c e s  i n  t h e  n e t w o r k .

T w i s t e d - P a i r  C a b l e  -  T h i s  is t h e  m o s t  w i d e l y  u s e d  m e d i u m  f o r  t e l e c o m m u n i c a t i o n .  T w i s t e d ­
p a i r  w i r e s  a r e  o r d i n a r y  t e l e p h o n e  w i r e s  w h i c h  c o n s i s t  o f  t w o  i n s u l a t e d  c o p p e r  w i r e s  t w i s t e d  i n t o  
p a i r s  a n d  a r e  u s e d  f o r  b o t h  v o i c e  a n d  d a t a  t r a n s m i s s i o n .  F o r  t h e  p u r p o s e  o f  n e t w o r k i n g  g e n e r a l l y  
C a t e g o r y  C a b l e  5 E  ( C A T  5 E )  is u s e d  t o  c o n n e c t  c o m p u t e r s .  T h i s  c a b l e  h a s  8  w i r e s  t w i s t e d  a s  4  p a i r s  as  
s h o w n  in  d i a g r a m  b e l o w .

Alternative cable for net working
S c h o o l  o f  S i g n a l s  b e i n g  t h e  p r e m i e r  S i g n a l  t r a i n i n g  e s t a b l i s h m e n t  in  t h e  S r i  L a n k a  A r m y ,  p r o v i d e s  a 
c o m p r e h e n s i v e  t r a i n i n g  o f  s i g n a l  c o m m u n i c a t i o n .  In  t h i s  c o n t e x t ,  C o m p u t e r  U n i t  o f  t h e  I n s t i t u t e  
p l a y s  a  v i t a l  r o l e  i n  t h e  p r o v i s i o n  o f  c o m p u t e r  l i t e r a c y  t o  S t u d e n t  O f f i c e r s  a n d  O t h e r  R a n k s  o f  t h e  
A r m e d  F o r c e s .

mpi[| A n  i m m e d i a t e  e x p a n s i o n  o f  e x i s t i n g  n e t w o r k  b e c a m e  a n  e s s e n t i a l
r e q u i r e m e n t  s i n c e  t h e r e  is a  g r e a t  d e m a n d  f o r  t h e  s u b j e c t  r e f e r r e d ,  h i t h e r  t o  
, o n  t h e  i n s t r u c t i o n s  a n d  g u i d a n c e  o f  t h e  C o m m a n d a n t  s c h o o l  o f  s i g n a l s  a 
s o p h i s t i c a t e d  c a b l e ,  ( A e r i a l  C a b l e )  w a s  r e p l a c e d  t o  C a b l e  5 E  ( C A T  5 E )  t o  
e n h a n c e  n e t w o r k  f a c i l i t y .  T h i s  c a b l e s  c o n s i s t s  o f  d i f f e r e n t  t y p e s  s u c h  a s  1 0  
p a i r , 2 0  p a i r , 3 0  p a i r  e t c ,

H u l l
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100 SHORT CUTS TO ENHANCE YOUR SPEED
M icrosoft W ord shortcut keys
Below is a listing o f all the major shortcut keys in Microsoft Word.

Ctrl + A Select all contents o f the page.
Ctrl + B Bold highlighted selection.
Ctrl + C Copy selected text.
Ctrl + E Aligns the line or selected text to the 

center o f the screen.
Ctrl + F Open find box.
Ctrl + 1 Italic highlighted selection.
Ctrl + J Aligns the selected text or line to justify 

the screen.
Ctrl + K Insert link.
Ctrl + L Aligns the line or selected text to the left 

o f the screen.
Ctrl + M Indent the paragraph.
Ctrl + P Open the print window.
Ctrl + R Aligns the line or selected text to the right 

o f the screen.
Ctrl + T Create a hanging indent.
Ctrl + U Underline highlighted selection.
Ctrl + V Paste.
Ctrl + X Cut selected text.
Ctrl + Y Redo the last action performed
Ctrl + Z Undo last action.
Ctrl + Shift + F Change the font.
Ctrl + Shift + > Increase selected font + lpts up to 12pt 

and then increases font +2pts.
Ctrl + ] Increase selected font +lpts.
Ctrl + Shift + < Decrease selected font -lp ts i f  12ptor 

lower, i f  above 12 decreases font by +2pt.
Ctrl + [ Decrease selected font - lpts.
Ctrl + Shift + * View or hide non printing characters.
Ctrl + <left arrow> Moves one word to the left.
Ctrl + <right arrow> Moves one word to the right.
Ctrl + <up arrow> Moves to the beginning o f the line or 

paragraph.
Ctrl + <down arrow> Moves to the end o f the paragraph
Ctrl + Del Deletes word to right o f cursor.
Ctrl + Backspace Deletes word to left o f cursor.
Ctrl + End Moves the cursor to the end o f the 

document
Ctrl + Home Moves the cursor to the beginning o f the 

document.
Ctrl + Spacebar Reset highlighted text to the default font.
Ctrl + 1 Single-space lines.
C tr l+ 2 Double-space lines.
C tr l+ 5 1.5-line spacing.
Ctrl + A lt + 1 Changes text to heading 1.
Ctrl + A lt + 2 Changes text to heading 2.
Ctrl + A l t + 3 Changes text to  heading 3.
Ctrl + FI Open the Task Pane.

Microsoft Excel shortcut kevs
Below is a listing o f all the major shortcut keys in Microsoft Excel.
See our main shortcut page i f  you're looking for other shortcut keys
used in other programs.
Shortcut Keys Description
F2 Edit the selected cell.
F5 Goto a specific cell. For example, C6.
F7 Spell check selected text and/or « 

document
F l l Create chart.
Ctrl + Shift + ; Enter the current time.
Ctrl + ; Enter the current date.
A lt + Shift + F I Insert New Worksheet.
Shift + F3 Open the Excel formula window.
Shift + F5 Bring up search box.
Ctrl + A Select all contents o f the worksheet.

Ctrl + B
Ctrl + I
Ctrl + K
Ctrl + U
Ctrl + 5
Ctrl + P

Ctrl + Z
Ctrl + F9
Ctrl + F10
Ctrl + F6

Ctrl + Page up

Ctrl + Page down

Ctrl + Tab

A lt f  =

Ctrl +. •

Ctrl + Shift + !
Ctrl + Shift + $
Ctrl + S h ift+ # ’»
Ctrl + Shift + %
Ctrl + Shift + A
Ctrl + Shift + @
Ctrl + Arrow key
Ctrl + Space

Bold highlighted selection.
Italic highlighted selection.
Insert link.
Underline highlighted selection. 
Strikethrough highlighted selection. 
Bring up the print dialog box to begin 
printing.
Undo last action.
Minimize current window.
Maximize currently selected window. 
Switch between Open workbooks / 
windows.
Move between Excel work sheets in the 
same Excel document.
Move between Excel work sheets in the 
same Excel document.
Move between Two or more open Excel 
files.
Create a formula to sum all o f the above 
cells
Insert the value o f the above cell into cell 
currently selected.
Format number in comma formaUp 
Format number in currency format. 
Format number in date format.
Format number in percentage format. 
Format number in scientifift format. 
Format number in time format.
Move to next section of.text.
Select entire column. Shift + Space Select 
entire row.

Basic PC shortcut keys
F I
A lt + C trl+  F2 
Ctrl + F2 
S h ift+  F3

Shift + Insert 
F4

, F5
Ctrl + S h ift+  F6 

F7

S h ift+  F7 i 
F12
Sh ift+  F12 
Ctrl + Shift + F 12 
A lt + Shift + D 
A lt + Shift + T

Open Help.
Open new document.
Display the print preview.
Change the text in Microsoft Word from 
upper to lower case or a capital letter at 
the beginning o f every word.
Paste.
Repeat the last action performed (Word 
2000+)
Open the find, replace, and go to window 
in Microsoft Word.
Opens to another open Microsoft Word 
document.
Spell and grammar check selected text 
and/or document.
Runs a Thesaurus check on the word 
highlighted.
Save as.
Save.
Prints the document.
Insert the current date.
Insert the current time.

In addition to the above shortcut keys users can also use their 
mouse as a method o f quickly do something commonly performedT' 
Below some are examples o f mouse shortcuts.

Mouse shortcutsDescription
Click, hold, and drag Selects text from where you click and hold 
to the point you drag and let go.
Double-click I f  double-click a word, selects the

complete word.
Double-click Double-clicking on the left, center, or

right o f a blank line w ill make the 
alignment o f the text left, center, or right 
aligned.

Double-click Double-clicking anywhere after text on a
line w ill set a tab stop.Triple-click Selects 
the line or paragraph o f the text the mouse 
triple-clicked.

Ctrl + Mouse wheel Zooms in and out o f document.

S/800421 SGT LANKANI SILVA FHAU 
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