Eight Easy Ways to Improve your Performance on the Computer
A Computer User’s Guide to Doing Much More in Less Time
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There are many ways to improve performance on the computer.  This guide teaches you eight different things you can do to make your time more productive.  These tricks are easy to learn and easy to do.  
After you have mastered these tips, common tasks will take less time.  Some of these tips can improve your performance several times compared to the “normal” way of doing things.  You will “move ahead of the pack,” accomplishing tasks that used to take much longer.  

Let me tell you two things about me.  First, I am not a very fast typist.  So I am interested in anything that will make me faster.  If you are like me, you will benefit from these tips.  If you are a rapid typist, combining your typing skills with these shortcuts will make you even more efficient.  
Second, I have worked with computers since the 1970s.  I have therefore spent many, many hours on the computer and many times over the years I have desired to be more efficient to save time.  The things you will learn here are from my own personal experience and desire to be more efficient.  
Be sure to “pull up a computer” and try these tips as you read them.  Commit them to memory by doing them as you read about them.  And prepare to move ahead of the pack.  

If you would like a new computer tip every day for an entire year, check out my tip-a-day calendar available at www.nitrowindows.com/calendar.html.  

Tip Number One
F11 (Full screen mode for Internet Explorer)
This isn’t a direct timesaver per se, but it gives you more screen space which can save you time.  
In Internet Explorer, the entire display can be used for viewing.  This is done by hitting the F11 key.  F11 is a shortcut for the View | Full Screen menu option.  This removes the taskbar at the bottom of the screen as well as the entire frame around Internet Explorer, giving you precious screen space to view more of the current web page.  

To restore the taskbar and the Internet Explorer frame, hit F11 again.  This turns off full screen mode.  
The F11 key works even if Internet Explorer is not maximized.  Hitting F11 maximizes the window if it isn’t.  Hitting F11 again restores the window to its previous size.  

When in full screen mode, move the mouse to the top of the display to show the address bar, toolbar, etc.  
When in full screen mode, you can hit ALT+D to move the cursor to the address bar (another shortcut) and type in a new web address.  Even though you don’t see the address bar or the cursor, it will work.  Hit ENTER after you have typed the web address.  
Tip Number Two
Setting the Programs YOU Use on the Start Menu in Windows XP

To open the start menu, press and release the WINDOWS key (a shortcut).  The WINDOWS key is the one between the CTRL and ALT keys with the Windows logo on it.  
Make sure the new XP style of start menu is set.  It should look like the start menu on this page.  If not, right click the Start button and choose Properties.  Choose the Start Menu (not the Classic Start Menu) as shown below.  Click the OK button.  Then press and release the WINDOWS button again to open the start menu.  
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The left side of the start menu has three sections.  They are (from top to bottom) the “pinned” section, the recently used program section and all programs.  
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The “pinned” section of the start menu is a list of programs that stay there until you change them.  By default, Microsoft sets Outlook and Internet Explorer in this section.  

You can choose which programs appear there.  To add a program, choose one from the lower section, or choose one from the All Programs list or even a shortcut icon.  Right click it and choose “Pin to Start Menu.”  

You can remove a program from the pinned section.  Right click it and choose “Remove from this List.”  
Start Menu Recently Used Programs Section

The recently used programs section is set by Windows.  You cannot really control this list other than removing programs from it.  It is dynamically updated by Windows with the programs you use the most and have used most recently.  

You can right click on any of these programs and choose one of two options:

1. “Remove from this list.”  This removes the program from the list.  It will likely reappear, however, when you use the program again.  

2. “Pin to start menu.”  This moves the program to the “pinned” section above where it will stay until you explicitly remove it.  

Once you have set the desired programs on the start menu, you can select them without having to go through all the folders in All Programs.  This will save you time.  

Tip Number Three
ALT+TAB (switch between running programs)
Switching between running programs can be accomplished by clicking on the taskbar button for the desired program.  Each button on the taskbar (like the example image below) represents a program that is running.  Click on the desired program and it will bring that program to the front (and it will be in focus).  
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But there is an easier, faster way.  

Make sure you have at least two programs running, preferably more than two, before you try this.  Hold the ALT key down and hit the TAB key once.  Keep the ALT key pressed after releasing the TAB key.  A small window will appear in the middle of the screen with a list of all programs currently running.  

One of the programs in the small window will be selected.  To select another program, hit the TAB key again.  Hitting TAB repeatedly will cycle through all programs running.  When the desired program is selected, release the ALT key.  
To cycle through the programs backwards, hold the ALT and SHIFT keys down simultaneously and hit the TAB key.  

To cycle between two programs even if there are more programs running, hit ALT+TAB and select one of the two desired programs.  then hit ALT+TAB again and select the second program.  Each time you hit ALT+TAB (only hitting TAB once), you will cycle through the last two programs you selected.  

Tip Number Four
Word: Triple click a paragraph to select it

This tip is actually three tips.  Quickly selecting text in a word processor or editor can save time.  Here are three ways.  

To select a single word, double click it.  To select an entire paragraph, click three times.  To select an entire sentence, hold the CTRL key and click once anywhere in the sentence.  
Tip Number Five
Word: CTRL+Y or F4 (Redo becomes Repeat)
This can be a tremendous time saver if you do a lot of word processing.  You probably know about copying, cutting and pasting text in Word.  You also know how to undo and redo operations.  But Word has another less known feature – Repeat.  

After an operation is completed in Word, the Undo operation becomes a Repeat operation.  The last operation can be repeated by using CTRL+Y (hitting the F4 function key is the same as hitting CTRL+Y or using Edit | Undo/Repeat).  

This works for most Word operations.  Insert a table, for example, and Undo becomes Repeat Insert Table.  

Try the following to see this work.  Type a sentence and hit ENTER.  Then hit CTRL+Y or F4.  
Try doing other operations like formatting text or selecting a word and changing the color, and repeat the operation.  After changing the text color of a word, try selecting another word by double clicking it with your mouse and hitting F4 with your left hand.  You can select words with your right hand and repeat the color change with your left – a much faster way than manually changing color after each selection.  
Using the Repeat feature in Word can save you a lot of time.  This one feature becomes a powerful, quick way to do many things.  

Tip Number Six
CTRL+A (select all)
Hitting CTRL+A will select an entire document.  This works whether you are in a word processor or an editor.  This will also work in many other places.  
If you want to select the entire web page in Internet Explorer, hit CTRL+A.  If you are in a text entry field in Internet Explorer (like a search field or login name or password field), hitting CTRL+A will select the contents of that field.  When the cursor is in the address bar, all text can be selected with CTRL+A.  
In Windows Explorer, CTRL+A will select all items in the current location.  To copy the entire folder (all files), hit CTRL+A then CTRL+C.  
Hitting CTRL+A in Paint will select the entire image.  

This shortcut is simple, and can come in very handy in many locations.  Hitting CTRL+A vs. clicking and dragging the mouse across all text can be a time saver.  

Tip Number Seven
Internet Explorer Links Toolbar
Internet Explorer utilizes a special folder called Links.  This folder is a place to save websites that are frequently used.  Websites saved there are easily accessed because they are located right at the top of the Internet Explorer window by the menu bar.  Before we discuss the Links toolbar, let me explain about bookmarking pages.  

The “Favorites” menu item is used to save frequently accessed websites.  If you want to access a website without having to type the address, go to the desired site, click the Favorites menu item and select “Add to Favorites...”  When you want to go back to that site, click Favorites and select that site from the list.  Many people refer to this as “bookmarking” a page.  

Links is a special folder that exists in the Favorites list that becomes a toolbar at the top of the Internet Explorer window.  Sites in the Links folder can quickly be accessed by clicking on their icon at the top of the window.  To save a site to the Links folder, go to a site you access frequently.  Click Favorites then “Add to Favorites...”  A small dialog box appears.  The “Create in:” field is a list of folders in the Favorites list.  Choose the Links folder and click the Add button (OK button in Internet Explorer 6.0) to add that site to the Links folder.  
The links folder may not be showing in Internet Explorer.  It should look similar to the picture below.  If you can’t see it at the top of the window, right click an empty space by the menu bar.  The menu that appears will have “Links” in the list.  If Links is not checked, click it to enable it.  The Links toolbar should then be visible by the menu bar or toolbar.  If it is on the right side of the window, move it up by the menu bar (by Help) to see the entire toolbar.  
Here are a couple of images of my Links toolbar.  
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As you can see, I have 16 sites listed in my links folder.  I changed the names of many of them to short descriptions to get more links into the precious little space.  

Here’s another shortcut you can use in conjunction with your links toolbar to speed things up even more.  If you are using Internet Explorer 7.0 or later, you can access more than one website in the same window by using tabs.  If you click on a site from the Links toolbar, the site will open in the currently active tab.  To quickly open a site in a new tab, hold the CTRL key down and click the desired site on the Links toolbar.  This automatically opens a new tab and makes it active before going to the selected site.  
Using the Links toolbar can save you time by giving you instant access to your most frequently accessed sites.  Watch my website – www.nitrowindows.com – I will soon have a document available that lists over sixty shortcuts you can use with Internet Explorer 7.0 to save you time.  
Tip Number Eight
WINDOWS+D (minimize all windows)
When working on the computer, you sometimes want/need to access the desktop.  You may have shortcuts there, or have saved a document or image from an email.  Getting to the desktop is relatively easy.  
There may be a “desktop” shortcut on the quick launch toolbar called “show the desktop” but it isn’t always there.  Earlier versions of Windows had a “minimize all windows” option when you right click on the taskbar.  But again, if that isn’t available, what do you do?  If you don’t have one of those available, you are left clicking the minimize button on each open window.  

There is a shortcut, however, that always works.  Hit WINDOWS+D and all windows will instantly be minimized so you can see the desktop.  Hit it again and it will restore all the windows to their state before you minimized them.  To remember this shortcut, D is the first letter of desktop.  To “show the Windows desktop,” hit “Windows Desktop” or WINDOWS+D.  
You can also hit WINDOWS+M.  To restore the windows after using this shortcut, hit WINDOWS+SHIFT+M.  

Another option is available, but this one requires more than one step.  I call it a “longcut.”  Hit CTRL+ESC then hit ESC then hit ALT+M.  It works too, but you may be better off minimizing each individual window.  
Bonus Tip
ALT+F4 (close current program)
Here is one more trick that is very useful especially when you need to close more than one program.  ALT+F4 will close the program that is currently on top (in focus).  
To close multiple programs, hit ALT+F4 for each program you want closed.  Be careful, though; make sure the program you want to close is the one in focus.  
~ ~ ~ ~ ~ ~ ~ ~

Learning tips like this are useful because you can do things quickly and focus your attention on doing your work.  There are many, many shortcuts and ways to save time if you know them.  There are over five dozen keyboard shortcuts for general Windows and many more for specific programs.  There are also configuration tips and other things you can do to make your time far more productive.  Get a year of tips with my tip-a-day calendar available on my website.  
Check out www.nitrowindows.com for more tips and tricks.  Learn more ways to improve your performance.  If you like these tips, you can get a calendar with a tip every day for a year at www.nitrowindows.com/calendar.html.  Watch for more time-saving tips on my website coming soon.  
