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Faster Windows XP – to disable the transparent mouse shadows, font smoothing, and menu effects and speed up your system, go to the Control Panel, open the System applet, select the Advanced tab, and click on Settings in the Performance section. You can disable unnecessary items on the Visual Effects tab. 
You own Personalized Toolbar in Windows - Right-click on the taskbar and select Toolbars to see the choices for several built-in toolbars, including Address, Desktop, and Quick Launch. If you click New Toolbar you can create a toolbar to get fast access to any folder, file, or URL. Creating your own personalized toolbar can be helpful for instant access to a group of files or folders. 

Minimize All Windows - hit the windows key on your keyboard (located between the Ctrl and Alt keys) while pressing "D" simultaneously. It's a great shortcut back to your desktop. 
Save A Favourite Web Site - when you visit a Web site you want to add, you can quickly save it by pressing Ctrl and "D" together. The listing will automatically be saved to your list of favourites. The next time you want to return to that Web site, simply click on the favourite’s icon at the top of your browser and the listing will be there. 

Searching Through Internet Text - hit Ctrl and "F" simultaneously, then you are given a window which allows you to type a word or phrase. Click Find Next and the word or words you typed will be highlighted throughout the document. Continue to click Find Next to view all instances of that particular word or phrase. This tool works in many applications, not just Internet Explorer and can save you valuable time. 

Selecting a Group of Files - by selecting a file and holding down the shift key, you can continue to select a number of files at once. You can also hold down the Ctrl key to select files that are not grouped together. 

An Inventory of Your Own Computer - right click on My Computer, go to Properties and click the Device Manager tab. To expand all of the areas, click on the "+" signs on the left. Click 
Hiding Toolbars with IE- press the F11 key. On a Macintosh, press Command-B, as in "bars." The bars all disappear, filling your browser with unsullied Web goodness. To bring the bars back, press the same keystroke again.

Save and Close Everything with Word - press the Shift key as you open the File menu. You've just changed the Save command to say Save All, and the Close command to say Close All.

Less Spam – never reply to Spam. And use a clean, new address exclusively for person to person email. 

PowerPoint Tip- to halt your presentation press the letter B key (or the period key) to put up a blank black slide, or W (or the comma key) for a blank white slide. 

And even less Spam - right-click the message's name and, from the shortcut menu, choose Junk E-Mail. From the submenu, choose Add to Junk Senders list.

Outlook XP Calendar - you can also press Alt-3 to view only the next three days, Alt-5 to see only the next five days, and so on.

Testing in Word - type =rand (8, 10) and Word fills the screen with "The quick brown fox jumps over the lazy dog," over and over again. The first number specifies the number of paragraphs, and the second tells Word how many sentences to put in each paragraph. 

Word - Sentence Highlighting - double-clicking anywhere inside it while pressing the Ctrl key (Windows) or Command key (Mac).

IE You’re Home Page - Mac: From the Edit menu, choose Preferences; click Browser Display. Windows: From the Tools menu, choose Internet Options; visit the General tab. 

IE Scrolling - if a whole Web page doesn't fit in a single window, press the Space bar to see the next screen (when your insertion-point cursor isn't in a text box). Press Shift with the Space bar to scroll up again. (The Page Up and Page Down keys work)
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