


 
 

 

 

Tip Card: Business Management Daily’s 
Favorite Keyboard Shortcuts  
These are our editors’ favorite Microsoft Office and 

Windows shortcuts to save time and make your 

productivity skyrocket. 
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Excel 
 

 Notate cells quickly in Excel using Shift+F2. Create the comment, 
and later edit it, using the same shortcut. 

 Go to a specific cell or range in Excel with the Go To dialog box 
using F5. Hint: Click on the Special button to see what else you can 
Go To. 

 Need to select an entire row in Excel? Hitting Shift+Space will give 
you the whole row in a work sheet. 

 Use Ctrl+Home key combination to take you to the upper- and left-
most cell (usually A1). 

 Create a new worksheet to the right of the active one with Shift 
+F11. Need two or more? Select the number of worksheets you 
need, and then use the shortcut. 

 Minimize a window with Ctrl+F9. Maximize a window with Ctrl+F10.  

 
Outlook 

 
 Forward email with a simple shortcut. Hit Ctrl+F from your inbox to 
forward email. Does this shortcut look familiar? It’s the Find shortcut 
in all other Office applications. 

 All that clicking and dragging making your hands sore? Move 
email to folders using Ctrl+Shift+V. This works with one or several 
selected emails. 

 Categorize email automatically. You can assign your own 
Ctrl+Function Key (Ctrl+F<1-9>). Right-click, choose Categorize and 
Set Quick Click. 

 Move to the next folder on your long list by clicking Ctrl+Y. Use 
the arrow keys to expand folders that have subfolders. 

 Reveal the Search Tools tab and put your cursor right into the 
Search box with Ctrl+F3. 

 Send a quick reply to a message (and avoid accidentally clicking 
Reply All) with Ctrl+R. Just have the message selected! 
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PowerPoint 
 

 
 Move from the Title placeholder to the Content placeholder by 
using Ctrl+Enter. One more click on Ctrl+Enter and it creates another 
slide with the same layout. 

 Press B to put the screen on black when you want the audience to 
focus on you, instead of the screen, during a presentation. 

 Nudge an object just a bit with Ctrl+Arrow. This provides a finer 
adjustment to an object’s position than using a plain arrow key. 

 Quickly enter or edit text inside an object by selecting the object 
and pressing Enter. Once in edit mode, Enter will give you a line 
break. 

 Bring up the Font Dialog box with the Ctrl+T shortcut and save 
time by not having to search the ribbon for the right tool. 

 
 

Word 
 
 

 Does your cursor jump to the top or bottom of the page with 
certain operations? Pressing Shift+F5 sends you back to your 
last cursor position. 

 Right-click without a mouse. Some keyboards have a right-click 
key, but not all of them. Using Shift+F10 brings up whatever right-
click menu applies to your selection or cursor position. 

 Wish you still had WordPerfect’s Reveal Codes functionality? 
Reveal Formatting is the next best thing. Shift+F1 brings up the 
Reveal Formatting panel in the Task Pane on the right. 

 Toggle Track Changes on and off with Ctrl+Shift+E. 
 Use Ctrl+Backspace to wipe out the last word you typed. 
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Windows 7 
 
 

 Windows Key—Same as clicking the Start button (Windows XP and 
Vista, too) 

 
 Windows Key and Tab—Shuffles through open window previews 
(Vista, too) 

 
 Windows Key THEN Right Arrow THEN Enter—Shuts down 
Windows 7 

 
 

Windows 8 
 
 

 Windows Key + D—Show the desktop 
 

 Windows Key +C—Open the Charms menu 
 

 Windows Key + W—Search Settings 
 

 Windows Key + M— Minimize all windows 
 

 Windows Key + Print Screen—Take a snapshot of the screen and 
save it to Pictures 
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 Did you find this report useful?  Download more Free Reports, at 

http://www.businessmanagementdaily.com/free-reports. 

 
 
 
10 Secrets to an Effective Performance Review: Examples and tips on 
employee performance evaluation, writing employee reviews, a sample 
performance review and employee evaluation forms.  
 
Learn how to conduct positive, valuable assessments that lead to maximizing staff performance and helping your 

employees achieve their professional goals and your organization’s objectives. Use Business Management Daily's 

practical advice for writing employee reviews and conducting performance evaluations. Don’t forget to reference our 

sample performance review and employee evaluation forms for your own staff assessments. 

 

http://www.businessmanagementdaily.com/EffectivePerformanceReview 
 
 
 
Workplace Conflict Resolution: 10 ways to manage employee conflict and 
improve office communication, the workplace environment and team productivity 
 

Learn how to manage employee conflict and improve office communication and team productivity. Disputes between 

employees are inevitable…left unresolved, they can disrupt your department's productivity, sap morale and even cause 

some good employees to quit. Learn 6 steps for managing “difficult” employees, what to do when employees resent 

another’s promotion, learn when and how to step in to referee disputes, and much more. 

 

www.businessmanagementdaily.com/WorkplaceConflictResolution 
 
 
 
Maternity Leave Laws: 7 guidelines on pregnancy discrimination law, state 
maternity regulations, pregnancy disability leave, plus a sample maternity leave 
policy 
 

It’s important to know what you must do—and what you can’t do (or say)—under federal anti-discrimination and 

maternity leave laws. And it’s vital to double-check state maternity leave statutes, which may provide more liberal 

leave benefits. While no federal law requires you to provide paid maternity leave, most employers must comply with the 

pregnancy discrimination law and FMLA maternity leave regulations. Here are 7 guidelines on how best to comply 

with maternity leave laws, plus a sample leave policy you can adapt for your own organization. 

 
www.businessmanagementdaily.com/MaternityLeaveLaws 
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The Office Organizer: 10 tips on file organizing, clutter control, document 
management, business shredding policy, record retention guidelines and how to 
organize office emails 
Learn how to keep your office operations running smoothly—and ward off chaos and legal trouble—with practical 

document management techniques for administrative professionals, office managers and HR professionals. 

 

www.businessmanagementdaily.com/OfficeOrganizer 
 
 
Best-Practices Leadership: Team management tips and fun team-building 
activities to boost team performance, collaboration and morale 
 

Learn new team management tips and team-building activities to boost team performance, collaboration and morale. 

Take our leadership assessment exercise to gauge your own performance as a team manager. See how businesses of all 

sizes are getting creative with team-building icebreakers and activities. Fight off team complacency with 5 strategies 

for making team-building exercises part of your daily routine. 

 
www.businessmanagementdaily.com/LeadershipTeamManagement 
 

 

 
Employment Background Check Guidelines: Complying with the Fair Credit 
Reporting Act, conducting credit background checks and running a criminal check 
to avoid negligent-hiring lawsuits 
 

Employment Background Check Guidelines shows employers and HR professionals how to properly conduct 

reference/background checks, select third-party background firms and why screening candidates online on social 

networking sites is legally risky business. Don’t allow your organization to risk being held liable for “negligent hiring” 

or “failure to warn” should an employee turn violent on the job. 

 
www.businessmanagementdaily.com/BackgroundCheckGuidelines 
 

 

 
Salary Negotiating 101: 7 secrets to boosting career earnings, negotiating a 
raise and striking the best deal in a job offer negotiation 
 

Think you deserve a raise, but are afraid to walk into your boss's office and ask? Don't let ineffective negotiation skills 

hold you back. Employees at all levels can boost their career earnings by following the rules on negotiating a raise, 

hashing out the best pay package in a job offer negotiation and knowing their market value. 
 
www.businessmanagementdaily.com/SalaryNegotiating101 
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FMLA Intermittent Leave: 5 guidelines to managing intermittent leave and 
curbing leave abuse under the new FMLA regulations 
 

One of the biggest employer complaints about the Family and Medical Leave Act (FMLA) is the productivity problems 

caused by employees’ use—and abuse—of FMLA intermittent leave. The problem: Employees with chronic health 

problems often take FMLA leave in short increments of an hour or less. The Department of Labor took steps to help 

minimize workplace disruptions due to unscheduled FMLA absences by saying that, in most cases, employees who take 

FMLA intermittent leave must follow their employers’ call-in procedures for reporting an absence. Amend your 

organization’s policies, update your employee handbook and revisit how you track FMLA intermittent leave with these 

5 guidelines. 

 

www.businessmanagementdaily.com/FMLAIntermittentLeave 

 
 
 
Overtime Labor Law: 6 compliance tips to avoid overtime lawsuits, wage-and-
hour Labor audits and FLSA exemption mistakes 
 
Employers, beware: The Department of Labor’s Wage and Hour Division reports that wage-and-hour labor litigation 

continues to increase exponentially. Federal class actions brought under the Fair Labor Standards Act (FLSA) 

outnumber all other types of private class actions in employment-related cases. Use this special report, Overtime Labor 

Law: 6 compliance tips to avoid overtime lawsuits, wage-and-hour Labor audits and FLSA exemption mistakes, to 

review your overtime pay policy and double-check your FLSA exempt employees’ status. Expecting a visit from a DOL 

auditor? Get prepared by taking the self-audit at the end of this report. 
 
www.businessmanagementdaily.com/OvertimeLaborLaw 
 

 
 
Office Communication Toolkit: 10 tips for managers on active listening skills, 
motivating employees, workplace productivity, employee retention strategies and 
change management techniques 

 

A manager's job is 100 times easier and more rewarding when his or her employees are performing like a well-oiled 

machine. But when that machine runs slowly or breaks down entirely, a manager's job becomes exponentially harder. 

The best managers are the best listeners … listen to our 10 tips and maximize office communication skills and bolster 

workplace productivity. 

 

www.businessmanagementdaily.com/OfficeCommunicationToolkit 

 

 

 
Workplace Violence Prevention Toolkit: HR advice, guidelines and policies 
to keep your workplace safe 
 

Unfortunately, in the wake of a spate of workplace shootings, HR professionals and managers nationwide must 

consider the horrific possibility of violence erupting at their own facilities and events. To help employers prevent 

tragedy, this toolkit offers business advice, guidelines and policies aimed at keeping workplaces safe from employee 

violence. Learn prevention strategies, tips on identifying potentially violent workers, managerial advice on maintaining 

a safe workplace. It includes two sample anti-violence policies, adaptable for use in any company, plus checklists to 

use in case violence erupts. 

 
www.businessmanagementdaily.com/WorkplaceViolencePrevention 

http://www.businessmanagementdaily.com/
http://www.businessmanagementdaily.com/glp/25988/FMLA-intermittent-leave.html
http://www.businessmanagementdaily.com/glp/25988/FMLA-intermittent-leave.html
http://www.businessmanagementdaily.com/glp/25988/FMLA-intermittent-leave.html
http://www.businessmanagementdaily.com/glp/27680/Overtime-labor-law.html
http://www.businessmanagementdaily.com/glp/27680/Overtime-labor-law.html
http://www.businessmanagementdaily.com/glp/27680/Overtime-labor-law.html
http://www.businessmanagementdaily.com/glp/28531/Office-Communication.html
http://www.businessmanagementdaily.com/glp/28531/Office-Communication.html
http://www.businessmanagementdaily.com/glp/28531/Office-Communication.html
http://www.businessmanagementdaily.com/glp/29489/Workplace-Violence-Prevention.html
http://www.businessmanagementdaily.com/glp/29489/Workplace-Violence-Prevention.html


 

© 2016 Business Management Daily                                    www.BusinessManagementDaily.com      

 

14 Tips on Business Etiquette: Setting a professional tone with co-workers, 
clients and customers 
 
For organizations and employees alike, recognizing the critical link between business protocol and profit is key to your 

success. Learn how to confidently interact with colleagues in ways that make you and your whole organization shine. 

Discover best practices on making proper introductions; cubicle etiquette; “casual dress” rules; handshake protocol; 

guest etiquette; workplace behavior faux pas; business dining etiquette, office wedding invites and other co-worker 

special occasions; business letter and email protocol—and even how your office decorations may affect your 

professional image. 
 
www.businessmanagementdaily.com/BusinessEtiquette101 
 
 

 

12 Ways to Optimize Your Employee Benefits Program: Low-cost 

employee incentives, recognition programs and employee rewards   
 
If you’ve had to cut pay and staff and now expect more from those who remain, it’s vital to revamp your employee 

recognition and rewards program. Employers can double their rewards and recognition efforts in innovative, cost-

efficient ways with employee-of-the-month awards, employee incentive pay, employee appreciation luncheons, more 

time off, shopping sprees, wellness incentive contests, plus employee rewards customized to motivate Millennials, Gen 

Xers, Baby Boomers and the Matures. Now is the time to get clever with your employee recognition programs. This 

report shows you how with great ideas offered up from our Business Management Daily readers. 

 

www.businessmanagementdaily.com/EmployeeBenefitsProgram 

  
 
 
The Case in Point Yearbook: Real-Life Employment Law Advice … from Mindy 
Chapman’s Case in Point blog 
 

Mindy Chapman, Esq., has been providing sound employment law advice in her Case in Point blog since 2007. In her 

trademark entertaining style, she dissects an important employment law court ruling and provides essential 

employment law advice via three "Lessons Learned." Topics include: ADA guidelines, age discrimination cases, sexual 

harassment laws, EEOC cases, FMLA requirements and more.  

 
www.businessmanagementdaily.com/CIPYearbook 

 
 
 
The Bully Boss Strikes Again! How to deal with bosses who make crazy 
requests 
 
And you thought your boss was unreasonable? Bet he never asked you to perform oral surgery or fill in for the bomb 

squad. Talk about “other duties as assigned!” Even if your direct supervisor swamps you with petty tasks and doesn’t 

appreciate all you do, you can always “manage up” to make sure the boss’s boss knows your worth. This report 

includes practical advice on how to manage a toxic boss along with dozens of outrageous stories about bully bosses. 

 

http://www.businessmanagementdaily.com/BullyBoss 
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Microsoft Email: Outlook Tips & Training: How to improve productivity by 
effectively employing under-used features already at your fingertips 
 
We all use Outlook. It’s easy. You can answer email, keep your appointments and your calendar, and save your files in 

various folders. But are you using it to manage your entire workflow? You can. Melissa P. Esquibel combines her 25+ 

years of experience in information technology with a background in training, technical writing and business risk 

analysis to move beyond email and help you understand Outlook’s amazing workflow benefits. You’ll discover how to 

get more out of Outlook than you ever dreamed possible with this hands-on road map to Outlook that can send your 

productivity skyrocketing. 
 

http://www.businessmanagementdaily.com/MicrosoftEmailOutlook  

 

 

 

17 Team Building Ideas: The team building kit for managers with team 
building exercises, activities and games to build winning teams today! 
 
With employees still reeling from workplace budget cuts, now’s a great time for new team building ideas. No, you don’t 

need an expensive round of paintball to gain the benefits of team building exercises, but you do need to squeeze the 

most out of them. This report provides teamwork examples, exercises and tips for leading winning teams. Go from 

being a manager who oversees people to a leader who molds them into winning teams with these 17 team building 

ideas. 
 
www.businessmanagementdaily.com/TeamBuildingIdeas 
 
 
 
10 Time Management Tips: A how-to guide on efficiently managing your time 
through effective delegating, calendar management and using productivity tools 
 

In this era of downsizing and the quest for efficiency, businesses of all sizes are asking employees to take on extra tasks 

to boost productivity. Has your job turned into one of those “stretch jobs”? If so, you may be looking for a better way 

to get more done in less time, reduce stress and stop burning the midnight oil. Read about calendar management, 

keyboard shortcuts, running productive meetings, setting up agenda templates and using tech tools for project 

management with these 10 time management tips. Learn to prioritize your tasks and stop working in a crisis mode all 

the time 

 
www.businessmanagementdaily.com/TimeManagementTips 
. 
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About Business Management Daily 
 

Business Management Daily is a free news website of the Capitol Information Group, 

providing sound news and advice since 1937. 

 

At Business Management Daily, we’re driven to help organizations and individuals 

succeed. That’s why we deliver plain-English, actionable advice to high-performers at 

over 80,000 companies of all sizes across hundreds of different industries.  

 

Our Free Email Newsletters, Print Newsletters, Free Special Reports and Webinars, 

Podcasts, Audio Conferences & CDs help provide business professionals with the news, 

skills and strategies they need to grow their business, avoid legal pitfalls and advance 

their careers.  

 

Our editorial team includes experienced managers, leaders, HR professionals, lawyers, 

administrative professionals, CPAs, strategists and business owners from a wide variety 

of industries. 

 

A Promise to Our Readers  
 

To help you advance your career or business, we will: 

 

 Provide expert advice that is accurate, intelligent and timely  

 Save you time by making that advice concise, actionable and available in your 

preferred format  

 Guarantee 100% satisfaction with customer service that exceeds your 

expectations 

 

Visit us at:  http://www.businessmanagementdaily.com/ 
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