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Ergonomics
—

0 Definition: Fitting the job to the worker.

0 Ergonomics covers all aspects of a job.

Physical job stressors placed on muscles, joints, nerves, tendons,
ligaments, cartilage, or spinal discs.

Includes repetitive motions such as those caused by typing and
mousing.

0 Listen to your body signals.

For example, if you experience wrist or hand pain after typing all
day, examine your work practices.

Make adjustments.




Keyboard Shortcuts - Purpose

O

O

O

Easy and fast method of navigating and using computer
software programs.

For example, highlighting text with the keyboard and pressing Ctrl + C
is much faster than taking your hand from the keyboard, highlighting the
text using the mouse, clicking copy from the file menu, and then putting
your hand back in place on the keyboard.

Requires less hand and wrist movements.
Improves efficiency.

Increases productivity.




Keyboard Shortcuts = Less Mousing

01 Breaks up repetitive actions
associated with mouse
usage.

0 Provides an alternative to
using the mouse.

0 Learn keyboard shortcuts for
frequently-used actions with
the computer and within
frequently used applications.
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Today’s Objectives
—

0 Discover how to find and use keyboard shortcuts to
help reduce your risk for aches and strain:

Prolonged keyboard use.

Mouse use.

0 Practice finding and using keyboard shortcuts.

01 Exercises you can do to relieve hand and wrist
strain.
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Questions?
-

Do you currently use keyboard shortcuts?

Which shortcuts do you use?
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Viewing Keyboard Shortcuts
I

1 Hover over the tool bar menu command.

OMS Office Programs
" Word
m Excel
® PowerPoint
m Qutlook
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Viewing Keyboard Shortcuts
I

0 Hover over the tool bar menu command.
1 Adobe Acrobat

m Keyboard shortcuts
® Open File Icon = Ctrl O

® Printer Icon = Ctrl P
® Commands only
m Highlighter lcon = Highlight text

m Delete Icon = Delete page
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Viewing Keyboard Shortcuts
I

1 Hover over the tool bar menu command.

o Internet

m Keyboard shortcuts:
® House Icon = Home (Alt + Home)

m Star Icon = View favorites, feeds, and history (Alt + C)

® Web addresses:

m APHIS Ergonomics Program -
http: / /www.aphis.usda.gov/mrpbs/emssd /ergonomics.shtml

® Aglearn - hitp://www.aglearn.usda.gov/
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Displaying Shortcuts - MSO 2007+

]
1 Microsoft Office 2007 or later.

Click on a menu tab (e.g., Home, View, Edit, etc.), if at
least one letter is not underlined, hold the “Alt” key down,
and an underlined letter, a letter, or number should
appear.

Click and hold the “Alt” key.
Type the desired pop-up letter or number.

® The menu command will open.

m Additional shortcuts will appear as single or a combination of
letters.
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Finding Shortcuts — MSO 2003

_
0 Microsoft Office 2003 or earlier.

Look for the underlined letter in the toolbar menu tabs.

Underlined letters in menus and dropdowns indicate
that letter is a shortcut.

E Edit Yiew Inzert Format Edit

New. Cttel undo  fctri+z

Opern... Crl+0 Redo Ctrl+Y

Cloze Cut Ctrl+X
Copy Ctrl+C

Save Cirl+3 Paste Ctrl+V

Save bz, Select All \ Ctrl+A

Save b




Finding Shortcuts
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Using Shortcuts

I .,
0 Use the Alf, Cirl, or Shift key in conjunction with a

single letter.



http://www.computerhope.com/jargon/a/alt.htm
http://www.computerhope.com/jargon/c/ctrl.htm
http://www.computerhope.com/jargon/s/shiftkey.htm

“Alt” Key Commands

0 ALTH+ENTER (View the properties for the selected item)

0 ALT+F4 (Close the active item, or quit the active program)

0 ALTH+ENTER (Display the properties of the selected object)

0 ALT+SPACEBAR (Open the shortcut menu for the active window)

0 ALT+TAB (Switch between the open items)

0 ALT+ESC (Cycle through items in the order that they had been opened)
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“Alt” Key Command Shortcuts
N

PRACTICE
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“CTRL" Key Commands

0 CTR
0 CTR
0 CTR
0 CTR
0 CTRL+A (Select all) 0 CTR

L+C (Copy) 0 CTR
|+ X (Cut) 0 CTR
_+V (Paste) 0 CTR
.+Z (Undo) 0 CTR

L+ (Italicize)
.+B (Bold)
L+N (New)
_+P (Print)

L+S (Save)
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“Control” Key Command Shortcuts
N

PRACTICE
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“Shift” Key Commands

0 SHIFT+DELETE (Delete the selected item permanently
without placing the item in the Recycle Bin)

0 SHIFT with any of the arrow keys (Select more than one
item in a window or on the desktop, or select text in a
document)

0 SHIFT+F10 (Display the shortcut menu for the selected
item)




“Shift” Key Command Shortcuts
N

PRACTICE
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Don’t Forget the Function Keys
—

0 Each program will use the function keys differently,
but these are the Windows defaults.

0 F1 —Help

0 F2 — Renames selected file

0 F3 — Opens the file search box

0 F4 — Opens the address bar in Windows Explorer




More Function Keys
_—

0 F5 — Refreshes the screen in Windows Explorer /
IE / Firefox / Safari

0 F6 — Navigates between different sections of a
Windows Explorer window

0 F8 — Opens the start-up menu when booting
Windows

0 F11 = Opens full screen mode in Windows

F5 |IF11

Explorer

USDA
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Function Key Shortcuts
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uil

Arrow Keys

0 RIGHT ARROW (Open the 0 CTRL+LEFT ARROW (Move

next menu to the right, or
open a submenu)

LEFT ARROW (Open the

next menu to the left, or
close a submenu)

CTRL+RIGHT ARROW
(Move the insertion point
to the beginning of the
next word)

the insertion point to the
beginning of the previous
word)

CTRL+DOWN ARROW
(Move the insertion point to
the beginning of the next
paragraph)

CTRL+UP ARROW (Move
the insertion point to the
beginning of the previous
paragraph)



Windows Logo Shortcuts

Windows Logo (Display
or hide the Start menu)

Windows Logo + D
(Display the desktop)

Windows Logo + M
(Minimize all of the
windows)

Windows Logo + SHIFT +
M (Restore the minimized
windows)

Windows Logo + E
(Open My Computer)

Windows Logo + F

(Search for a file or a
folder)

Windows Logo + F1
(Display Windows Help)

Windows Logo + L (Lock
the keyboard)



Arrow Keys and Windows Logo Shortcuts
N

PRACTICE
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CTRL+B (Open the Organize
Favorites dialog box)

CTRL+E (Open the Search
bar)

CTRL+F (Start the Find utility)

CTRL+H (Open the History
bar)

CTRL+I (Open the Favorites
bar)

CTRL+L (Open the Open
dialog box)

Internet Explorer Shortcuts

CTRL+N (Start another

instance of the browser with
the same Web address)

CTRL+O (Open the Open
dialog box, the same as
CTRL+L)

CTRL+P (Open the Print
dialog box)

CTRL+R (Update the current
Web page)

CTRL+W (Close the current
window)



Internet Explorer Shortcuts
N

PRACTICE
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Specific Keyboard Shortcuts

0 Remote Desktop Connection

0 Paint keyboard

0 Wordpad

0 Calculator

0 Magnifier

g ICEEEEEETEEEEE
S CERrEEEET T EEE

For Help, dlick Help Topics on the Help Menu.

0 Taskbar
USDA
== Worlk Healthv



Top 10 Shortcuts

]
0 Citrl + C or Cirl + Insert

Copy the highlighted text or selected item.

0 Cirl + V or Shift + Insert

Paste the text or object that's in the clipboard.

0 Ctrl+Zand Cirl + Y

Undo any change. For example, if you cut text, pressing this
will undo it. This can also often be pressed multiple times to
undo multiple changes. Pressing Ctrl + Y would redo the
undo.




Top 10 Shortcuts

1
0 Ctrl + F

Open the Find in any program. This includes your Internet
browser to find text on the current page.

0 Alt + Tab or Alt + Esc

Quickly switch between open programs moving forward.

® Tip: Press Cirl + Tab to switch between tabs in a program.

® Tip: Adding the Shift Key to Alt + Tab or Ctrl + Tab will move backwards.
For example, if you are pressing Alt + Tab and pass the program you want
to switch to, press Alt + Shift + Tab to move backwards to that program.

®m Tip: Windows 7 users can also press the Windows Key + Tab to switch
through open programs in a full screenshot of the Window.




Top 10 Shortcuts

]
0 Ctrl + Backspace and Ctrl + Left or Right arrow

Pressing Ctrl + Backspace will delete a full word at a
time instead of a single character.

Holding down the Ctrl key while pressing the left or
right arrow will move the cursor one word at a time
instead of one character at a time. To highlight one
word at a time, hold down Ctrl + Shift and press the
left or right arrow key to move one word at a time in
that direction while highlighting each word.




Top 10 Shortcuts

1
0 Ctrl + S
Pressing Ctrl + S will save a file.
*Use frequently for important documents.™
0 Ctrl + P

Print the page being viewed.

1 Ctrl + Home or Cirl + End

Move the cursor to the beginning or end of a document.
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Top 10 Shortcuts

0 Page Up, Space bar, and Page Down

Press the page up or page down key to move that
page one page at a time in that direction.

When browsing the Internet, pressing the space bar will
also move the page down one page at a time.

Press Shift and the Space bar to move the page up one
page at a time.




Input Device Shortcuts
—

Many have built-in
shortcut features.

Consult device

instructions for more
information.




Personal Shortcuts
S

0 Create your own shortcuts

within the Start Menu.

o Type the Windows key to
open the Start Menu.

1| Administrator

®  Once you've created a L5
shortcut within the Start
Menu, simply type the
Windows key and the first
letter of the
application/folder in the
menu.
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Helpful Resources
I

0 Keyboard shortcuts for multiple operating systems:

O http: //www.computerhope.com/shortcut.htm
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http://support.microsoft.com/kb/301583
http://support.microsoft.com/kb/301583
http://support.microsoft.com/kb/301583
http://support.microsoft.com/kb/301583
http://support.microsoft.com/kb/301583
http://www.computerhope.com/shortcut.htm
http://www.computerhope.com/shortcut.htm

Additional Resources
- T

o  OUTLOOK
http:/ /office.microsoft.com/en-us/outlook-help /keyboard-shortcuts-for-microsoft-outlook-2010-
HP010354403.aspxeCTT=1

o  WORD
http: / /office.microsoft.com /en-us/word-help /keyboard-shortcuts-for-microsoft-word-
HPO10370109.aspxeCTT=1

o EXCEL
http: / /office.microsoft.com /en-us/excel-help /keyboard-shortcuts-in-excel-2010-
HP010342494.aspxeCTT=1

o ACCESS
http: / /office.microsoft.com/en-us/access-help /keyboard-shortcuts-for-access-
HP010341802.aspxeCTT=1

0 POWERPOINT
Creating a presentation
http: / /office.microsoft.com/en-us/powerpoint-help /keyboard-shortcuts-for-use-while-creating-a-
presentation-in-powerpoint-2010-HPO10336519.aspx2CTT=1
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Work Habits

0 Alternate mouse usage between right and left hands.

0 Remove hands from input devices when not actually
activating them.

0 Vary job tasks to break up repetitive keyboard or mouse
use.

0 Take frequent (1 every V2 hr) mini-breaks to get up and
stretch or walk around.




Exercises
—

You can perform the following exercises at
work throughout your day. These exercises
can help energize your body and relieve
muscle tension.




Hand Stretches

Separate and straighten your fingers until the tension of a stretch is felt.
Hold 10 seconds.
Relax, then bend fingers at the knuckles and hold 10 seconds.
Repeat the first stretch once more.
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Wrist Stretches

Place your hands palm-to-palm in front of you.

Move hands downward, keeping your palms together, until you feel a mild
stretch.

Keep elbows up and even.

Hold 5-8 seconds.
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Summary
—

0 Use keyboard shortcuts to improve efficiency
and productivity.

0 Break up prolonged and repetitive mouse use
by incorporating keyboard shortcuts.

0 Listen to your body when aches and strain set
in and vary your tasks accordingly.
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Questions

USDA
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APHIS Ergonomics Program
USDA APHIS
4700 River Road, Unit 124
Riverdale, MD 20737
301.436.3175

Email:

Website:


mailto:aphis.ergonomics.program@aphis.usda.gov
http://www.aphis.usda.gov/mrpbs/emssd/ergonomics.shtml

	Keyboard shortcuts����Presented by:�Ginger Edgecombe Dorsey, Ph.D.�APHIS Ergonomics Program Manager�
	Ergonomics
	Keyboard Shortcuts - Purpose
	Keyboard Shortcuts = Less Mousing
	Today’s Objectives
	Questions?
	Viewing Keyboard Shortcuts
	Slide Number 8
	Slide Number 9
	Viewing Shortcuts
	Viewing Keyboard Shortcuts
	Slide Number 12
	Slide Number 13
	Viewing Shortcuts
	Viewing Keyboard Shortcuts
	Slide Number 16
	Slide Number 17
	Viewing Shortcuts
	Displaying Shortcuts - MSO 2007+
	Slide Number 20
	Slide Number 21
	Displaying Shortcuts
	Finding Shortcuts – MSO 2003
	Finding Shortcuts
	Using Shortcuts
	“Alt” Key Commands
	“Alt” Key Command Shortcuts
	“CTRL” Key Commands
	“Control” Key Command Shortcuts
	“Shift” Key Commands
	“Shift” Key Command Shortcuts
	Don’t Forget the Function Keys
	More Function Keys
	Function Key Shortcuts
	Arrow Keys
	Windows Logo Shortcuts
	Arrow Keys and Windows Logo Shortcuts
	Internet Explorer Shortcuts
	Internet Explorer Shortcuts
	Specific Keyboard Shortcuts
	Top 10 Shortcuts
	Top 10 Shortcuts
	Top 10 Shortcuts
	Top 10 Shortcuts
	Top 10 Shortcuts
	Input Device Shortcuts
	Personal Shortcuts
	Helpful Resources
	Additional Resources
	Work Habits
	Exercises
	Hand Stretches
	Wrist Stretches
	Summary
	Questions
	Slide Number 56



