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SSA Worldwide Newsletter: Tips and Information for Spouses
Bi-Weekly Windows Tips Issue 16, Q4 2003

The purpose is the same; to give you some quick tips on the Windows 2000 System and
Office Suite Applications. This newsletter will be a two-page issue with no more than two
subjects. It is intended to be simple and direct. If you have any comments or suggestions,
feel free to email us: ssa-tips-feedback@slb.com

Windows Key Shortcuts to avoid using the mouse:

Switching from one application to another one: Left ALT+TAB
The idea is the following:
» Press ALT key which is on the left of the space bar and keep it pressed down.
e Then press (and release) TAB key while you are still holding down the ALT key.
» The list of open applications will then be displayed.
* Pressthe TAB key as many time as you need to select the desired application
« Thenrelease the ALT key and you will bring the selected application on the front.

Bring the Start menu: CTRL+ESC (same as the windows logo key)

This will pop-up the start menu, you can then move with the arrows (on the right of the
keyboard) to go up or down the main menu, then left or right to expand the submenus.
Enter key will select the application (of folder) highlighted.

Close an application: Left ALT + F4
F4 is the function 4 that is usually located on top of the keyboard. ALT+F4 will close the
active application exactly like when you click on the cross icon on the top right corner.

Saving the application: CTRL+S

Most applications have the save function associated to the CRTL+S shortcut. In order to
be sure this key sequence is actually set, you can verify the File menu. Any shortcut will \
be indicated here.
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Microsoft Office Document Mail Routing

It is possible in an MS Office document to send it for review to a list of
users. This review process can be done in a chain like process. The first
user on the list will receive the document, review and modify it, then
when he will same the document he will be prompt to automatically sent
to the next person and so on till the end of the list.

To set the list of person you want to send this document to, click on File->Send To->
Routing Document.\. .
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