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gyLeÜ :

Skills 21 ILO Bangladesh Gi GKwU AZ¨šÍ ¸iæZ¡c~Y© Ges Kvh©Kix cÖKí| GB 

cÖK‡íi AvIZvq hyemgv‡Ri AvZ¥Dbœqb Ges `ÿZv e„w×i j‡ÿ¨ bvbv c`‡ÿc 

†bqv n‡q‡Q| evsjv‡`k weR‡bm GÛ wWmGwewjwU †bUIqvK© (wewewWGb) GB 

cÖK‡í cÖwZeÜx hye‡`i `ÿZv e„w×i gva¨‡g Zv‡`i g~javivi kÖgevRv‡i cÖ‡e‡ki 

my‡hvM K‡i †`qvi Rb¨ wewfbœ c`‡ÿc wb‡q‡Q| wewewWGb GB cÖK‡íi AvIZvq 

†hme Kvh©µg cwiPvjbv K‡i‡Q Zvi g‡a¨ cÖwZeÜx wkÿv_©x‡`i KvwiMwi wkÿvq 

AšÍf©z³ Ki‡Z m‡PZbZv m„wó, cÖwZeÜx e¨w³‡`i msMV‡bi mv‡_ 9 wU g‡Wj 

KvwiMwi wkÿv cÖwZôv‡bi mg‡SvZv ¯§viK ¯^vÿ‡ii gva¨‡g GKUv Kvh©Kix m¤úK© 

¯’vcb, g‡Wj KvwiMwi wkÿv cÖwZôv‡bi wkÿK‡`i AšÍf©‚w³g~jK †kÖYxK‡ÿ 

cvV`v‡bi Dchy³ K‡i M‡o Zzj‡Z Zv‡`i cÖwZeÜxZv Ges Gi mv‡_ RwoZ 

bvbvb wel‡q †Uªwbs, Bkviv fvlvi †Uªwbs, `„wó cÖwZeÜx wkÿv_©x‡`i cvV`v‡bi Rb¨ 

GbwfwWG Gi Dci †Uªwbs †`qv, wkÿvcÖwZôvb ¸‡jvi cÖ‡ekMg¨Zv hvPvB Kiv 

BZ¨vw` D‡jL‡hvM¨| 

GB †Uªwbs gwWDj eBwU GB j‡ÿ¨ ˆZwi Kiv †hb cÖKí cieZ©x mg‡q GwU 

wkÿK‡`i AšÍf©zw³g~jK cvV`vb cÖwµqvq Kv‡R Av‡m|
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DISABILITY INCLUSION 
ACTION PLAN 
TECHNICAL ASSISTANCE: BBDN IN 
COLLABORATION WITH SKILLS-21
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TECHNICAL ASSISTANCE: BBDN IN 
COLLABORATION WITH SKILLS-21

1.  Introduction

Bangladesh has made strong commitments to 

disability inclusion through legislations, policies 

and national strategies. UN CRPD recognizes the 

rights of persons with disabilities to vocational 

training without discrimination and on an equal 

basis with others. The SDGs include a target of 

ensuring equal access to vocational training at all 

levels for persons with disabilities along with other 

vulnerable groups. Bangladesh adopted the Rights 

and Protection of Persons with Disabilities Act 

2013 which calls for action to take steps to create 

quotas for persons with disabilities in admission; 

to provide stipends to students with disabilities; 

to ensure reasonable accommodation to promote 

inclusive education and training; to ensure 

accessibility at TVET institutions to increase 

enrolment of students with disabilities; and to 

train teachers, staff, managers, and employees 

on disability issues. The Government approved 

a national strategy for inclusion of persons 

with disabilities in skills development keeping 

provision of six strategic objectives- Increasing 

participation, strengthening understanding, 

ensuring access, promoting employment, learning 

and adapting and changing institutions. The draft 

National Skills Development Policy (NSDP) of 

2020 makes recommendations for increasing 

access of persons with disabilities in skills training, 

specific measures may include implementing the 

strategy for inclusion of persons with disabilities, 

upgrading institutional facilities  to provide 

access to training for the disabled trainees, 

capacity building of managers and instructors of 

training institutions, engaging and encouraging 

the ISCs and private sector employers to have 

special provisions for persons with disabilities in 

employment, customizing curriculum and delivery 

methods, reasonable accommodation in delivery 

and assessment; access to counseling on training 

and employment options; and familiarization 

training on the employment. Despite different 

national and international legal framework 

regarding TVET, persons with disabilities are less 

likely to access Technical, Vocational Education 

and Training mainly due to stigma, discrimination 

and inaccessibility, which has resulted increased 

unemployment problem and less participation of 

persons with disabilities in the labor market. The 

exclusion of persons with disabilities from the 

labor market in Bangladesh has a macroeconomic 

effect on GDP- the World Bank estimated this 

loss to be 1.74% annually and the ILO up to 3% 

of global GDP annually. Therefore, it is very 

important to mainstream persons with disabilities 

in the TVET and skills development programmes. 

The ILO Country Office for Bangladesh in 

cooperation with the Government of Bangladesh 

is implementing European Union funded ‘Skills 21 

Project’. The Project targets to build the capacity 

of relevant government agencies, education 

and training institutions, learners, workers and 

employers with a particular focus on disadvantaged 

groups like persons with disabilities. The project 

supports selected nine institutions to be vehicle for 

the delivery of teacher training and skills programs 

that focus on inclusive strategies for vulnerable and 

disadvantaged groups including women, persons 

with disabilities, indigenous people.

Institute specific action plan development is one 
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of the initiatives of disability inclusion by the Skills 

21 project. The action plans have been developed 

through a consultative process highlighting practical 

action measures, specifying responsibilities for key 

stakeholders, time frame, and means of verification. 

The time frame of the action plan has been defined 

as short (July 2021-June 2022), medium (July 

2021-June 2023) and long (July 2021-June 2024) 

term. The methodology of developing this action 

plan consists of desk review, development of tools 

of information collection, visit of the institute, 

organizational assessment, consultation with 

stakeholders and environment analysis. The draft 

was shared with BBDN and ILO to get input on the 

plan. Based on the inputs, the plan is revised for 

national consultation. 

2. Objectives
The objective of this action plan is to provide a 

practical operational guideline to the GTTC for 

successful inclusion of persons with disabilities in 

the skills development in the institute and smooth 

transition from institute to the labour market. The 

action plan will guide to: 

	 Develop inclusive environment in the institute 

for persons with disabilities

	 Create awareness and develop capacity of 

instructors, officials and other staff members on 

disability inclusion

	 Increase access and participation of persons 

with disabilities in quality skills training

	 Establish partnership with private sector for 

creating employment opportunities for persons 

with disabilities

3.  SWOT Analysis
To assess the needs of disability inclusion and to 

know the problems that the institute is facing, 

an analysis on the various aspects of strengths, 

weaknesses opportunities and threats have been 

conducted. 

Strengths

	 Strong and specific policy framework to support 

disability inclusion like NSDP 2011, National 

strategy for inclusion of persons with disabilities 

in skills development, Rights and Protection 

of Persons with disabilities Act 2013, Nation 

disability action plan etc

	 Stipend for students with disabilities  

	 Provision of admission quota of 5% for students 

with disabilities at all TVET institutes 

	 Available short courses which is appropriate for 

students with disabilities 

	 Available space at the ground floor which can 

be modified for accommodation purpose of 

students with disabilities 

	 Supportive human resources 

Weaknesses  

	 Lack of skilled instructors to teach students with 

disabilities 

	 Lack of awareness of institute’s instructors, 

administrators, officials and other staff on 

disability inclusion 

	 Low level of participation of students with 

disabilities 

	 Inaccessible environment 

	 Poor linkage between TVET institutes and 

employers 

	 Lack of enough business industries in the locality 

Opportunities

	 Multilateral and bi-lateral donors like World 

Bank, ADB, ILO, GIZ, FCDO are interested to 



Towards an Inclusive TVET System Disability Inclusion Learning Materials for the Instructors8

support disability inclusion in TVET sector 

	 TVET recognized as national priority 

	 More demand in future of skilled human 

resources 

	 Willingness of business organizations and 

NGOs to link with TVET institutes 

Threats

	 COVID pandemic may hindrance the inclusion 

initiative 

	 Budget for TVET is not adequate as set by the 

government and there is no particular allocation 

for disability inclusion 

	 TVET instructors and officials are not properly 

recognized by the government in comparison 

with other disciplines    

4.  Strategic domains 
The action plan consists of six domains-Governance, 

access and participation, quality and relevance, 

partnership and private sector engagement, finance 

and administration, awareness building.

a)	 Governance

	 Mainstreaming disability in the governance 

system of the institute is essential for making 

the GTTC inclusive for persons with disabilities. 

Inclusion of persons with disabilities should be 

considered from a rights-based perspective 

and as a crosscutting issue in the institute and 

mentioned in the strategic documents and 

organisational procedures.  

b)	 Access and Participation 

	 Equal opportunity for everyone to access technical 

education and training is a key principle.  Affirmative 

action measures are needed for persons with 

disabilities to encourage them to get benefit from 

available opportunities which include provision of 

reasonable accommodation, accessibility, training 

allowances and other benefits. 

c)	 Quality and Relevance

	 Providing staff training and the regular 

upgrading of skills, including adequate 

training for instructors and other staff make 

enable them to effectively teach persons with 

disabilities. The training institutions should be 

in a position to review regularly and to make 

their curricula, materials and equipment to 

adopt new technologies and learning methods, 

which facilitate inclusive skills development 

opportunities for persons with disabilities. 

d)	 Partnership and Private Sector Engagement

	 To get optimum benefits of the inclusion strategy, 

collaboration is essential with other services, 

organizations and agencies whose mandates 

and roles are linked to promote the skills 

development and employability opportunity of 

persons with disabilities. 

e)	 Finance and Administration

	 Budget allocation is needed for implementing 

this action plan and there should be an 

administrative system to track the progress 

of implementation of the action measures 

undertaken in this action plan. 

f)	 Awareness building

	 Awareness building is an important step on 

the path to disability inclusive teacher training 

institute as negative attitudes, stereotypes 

and mistaken assumptions exist in the society. 

Awareness programmes should be initiated 

for instructors, administrators, and other staff 

of the institute. It is important to raise the 

awareness among trainees to encourage them 

to get admission in the technical education and 

training courses.
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5. Strategic Action Plan

No. Identified actions 
Time Frame Person/agency responsible Progress

Means of 
Verification Yr-1 Yr-2 Yr-3 Institute OPDs Skills-21/

BBDN 1st 2nd

Domain 1: Governance
1.1 Include disability inclusion in the 

Strategic objectives of the institute 
and its Annual Performance 
Appraisal (APA) system

Institute/
BMET

Institute’s 
Profile, 

Website,

APA 

1.2 Ensure at least one representative 
from persons with disabilities in the 
Institutional Management Advisory 
Board (IMAB)

Institute List of IMAB 
members

Domain 2: Access and Participation 
2.1 Assess accessibility status of the 

institute both from infrastructural 
and informational aspects

Institute Assessment 
report

2.2 Mention about 5% quota reserved 
for students with disabilities, stipend 
and other benefits in the admission 
circular

Institute

2.3 Set annual target for enrolling 
student with disabilities for the 
institute

Institute

2.4 Carry out sourcing of appropriate 
students with disabilities and 
motivating them to admit in the 
training courses 

Institute OPD Leaflet, 
banner, 
meeting 
report

2.5 Make hostel rooms available for at 
least 10 students with disabilities 
and ensure accessibility for them

Institute Progress 
report

2.6 Make the meeting rooms and 
toilets accessible for persons with 
disabilities

Institute Progress 
report

2.7 Make the institute’s website 
accessible for persons with 
disabilities, especially for persons 
with visual impairment

Institute Skills 21 Website

2.8 Ensure admission circulars, office 
orders, notices, job circulars, 
newsletters/brochures, etc. are 
available in accessible formats

Institute BBDN Website, 
progress 

report

2.9 Make course materials accessible for 
all types of persons with different 
disabilities 

Institute Skills 21/
BBDN

Course 
materials

2.10 Arrange sign language interpreter, if 
needed  

Institute Progress 
report
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No. Identified actions 
Time Frame Person/agency responsible Progress

Means of 
Verification Yr-1 Yr-2 Yr-3 Institute OPDs Skills-21/

BBDN 1st 2nd

2.11 Ensure reasonable accommodation 
for addressing needs of particular 
person with disability

Institute Skills 21/
BBDN

Progress 
report/

monitoring 
report

2.12 Prepare and update database of 
trained persons with disabilities

Institute Database

2.13 Allow extra time, writer support, 
ensure reasonable accommodation 
for students with particular 
disabilities in the exam, if required 

Institute Progress 
report

Domain 3: Quality and Relevance
3.1 Train instructors and senior 

management on disability inclusion 
and orient all staff members on 
disability inclusion as well  

Institute Skills 21/
BBDN

Training 
report

3.2 Review and recommend to revise 
course curricula/ standard and 
learning materials from disability 
lens so that training delivery 
methods suit the learning needs of 
trainees with range of disabilities

Institute Skills 21 Course 
curricula/
materials 

3,3 Assign a senior official as disability 
inclusion focal point in the institute

Institute Office order 

3.4 Train relevant instructors on ‘NVDA 
Software’ to enable them to provide 
training for visually impaired 
persons and to provide training on 
‘Sign Language’ for hearing impaired 
persons

Institute Skills 21 Training 
report

Domain 4: Partnership and Private Sector Engagement
4.1 Create linkage with Organizations 

of Persons with Disabilities (OPDs), 
disability oriented organizations 
and disability service providers 
(including government, e.g., 
Department of Social Services and 
non-government organizations). 
OPD can play an active role in 
identifying and encouraging 
students with disabilities to apply 
for training, barriers to disability 
inclusion. Department of Social 
Services can provide disability 
identity card, disability allowance 
and assistive devices.

Institute Progress 
report, 

Agreement 
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No. Identified actions 
Time Frame Person/agency responsible Progress

Means of 
Verification Yr-1 Yr-2 Yr-3 Institute OPDs Skills-21/

BBDN 1st 2nd

4.2 Create linkage with the local 
employers and employers’ 
associations for generating 
employment opportunities of trained 
students with disabilities

Institute Agreement

Domain 5: Finance and Administration
5.1 Prepare appropriate budget for 

implementing this action plan 
particularly for supporting the 
reasonable accommodation, 
accessibility, training and other 
expenses and place it before the 
BMET 

Institute Budget 
proposal

5.2 Monitor implementation of MoA 
signed between Institution and the 
OPD

Institute Progress 
report

5.3 Arrange quarterly meeting with 
partner OPD to update about 
the enrolment status, share on 
challenges faced by the college 
regarding inclusion of persons with 
disabilities

Institute Meeting 
minutes

5.4 Prepare progress report quarterly, 
six-monthly and yearly basis on 
implementation of Disability 
Inclusion Action Plan

Institute Progress 
report

Domain 6: Awareness Building
6.1 Arrange a briefing session for 

OPD about the trades offered 
by the institute and possible 
career opportunities so that they 
can convince the students with 
disabilities and their parents to come 
to take trainings 

Institute Event report

6.2 Organize seminars/ workshops on 
Disability Inclusion in the institute 

Institute Event report
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No. Identified actions 
Time Frame Person/agency responsible Progress

Means of 
Verification Yr-1 Yr-2 Yr-3 Institute OPDs Skills-21/

BBDN 1st 2nd

6.3 Arrange short discussion with the 
instructors and staff members on 
the International Day of Persons 
with Disabilities and the World 
Autism Awareness Day to make 
them aware on disability

Institute Event report

6.4 Include disability issues in the 
promotional materials (e.g., 
leaflet, success stories of students 
with disabilities and those who 
are working successfully after 
graduation, video documentary 
newsletter etc.)

Institute Published 
document

6.5 Share disability inclusion measures 
of the institute with external 
stakeholders to inspire other TVET 
stakeholders in the form of mail 
communication, sending newsletter, 
message dissemination in different 
meetings 

Institute Progress 
report



KvwiMwi, e„wËg~jK 

wkÿv I cÖwkÿ‡Y 

cÖwZeÜx e¨w³‡`i 

AšÍfz©³KiY
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Not All Disabilities
Look Like This

Some  Disabilities
Look Like This

cÖwZewÜZv m¤ú‡K© Rvbv

ÒcÖwZeÜx e¨w³eM© n‡jb Zviv, hv‡`i `xN©‡gqv`x 

kvixwiK, gvbwmK, eyw×MZ ev Bw›`ªqMZ Amyweav 

i‡q‡Q, hv bvbvb cÖwZeÜKZvi mv‡_ wg‡jwg‡k 

mgv‡R Ab¨vb¨‡`i mv‡_ mgZvi wfwË‡Z Zv‡`i 

c~Y© I Kvh©Ki AskMÖn‡Y weNœ NUvq|Ó 

-RvwZmsN cÖwZeÜx e¨w³i AwaKvi mb` (Aby‡”Q` bs 1)

A½nvwb * evav = cÖwZewÜZv 

(evav-`„wófw½MZ, cwi‡ekMZ I cÖvwZôvwbK)

cÖwZewÜZv m¤úwK©Z DcvË I we‡eP¨ welqmg~n

	 we‡k̂i RbmsL¨vi cÖvq 15% †Kvb bv †Kvbfv‡e cÖwZeÜx;

	 evsjv‡`‡k wbf©i‡hvM¨ Ges Zzjbv‡hvM¨ WvUv/Z‡_¨i Afve 

(RvZxq Lvbv Avq-e¨q Rwic 2010-9.07%, 2016-

6.94%, 5g Rbïgvwi 2011-1.4%, hv 2001 mv‡j wQj 

0.6%)

	 Am‡PZbZv, Kzms ’̄vi, ˆelg¨, cÖ‡ekMg¨Zvi Afv‡e 

cÖwZeÜx e¨w³iv wkÿv Ges `ÿZv Kg©m~Px †_‡K ewÂZ 

hv Zv‡`i Kg©ms ’̄vb‡K evavMȪ Í Ki‡Q (32 jÿ hye 

Kg©ms ’̄v‡bi evB‡i i‡q‡Q)

	 cÖwZeÜx e¨w³‡`i Pvwn`v wfwËK KvwiMwi wkÿv Ges `ÿZv 

cÖwkÿY cÖ‡qvRb hv‡Z K‡i Zviv m¤§vbRbK PvKzwi †c‡Z 

cv‡i Ges †`‡ki A_©bxwZ‡Z Ae`vb ivL‡Z cv‡i;

GKRb AcÖwZeÜx e¨w³i gZ GKRb cÖwZeÜx e¨w³iI Avjv`v cQ›`, 

AcQ›`, mvg_©¨, AvMÖn Ges `ÿZv i‡q‡Q

	 cÖwZewÜZv `„k¨gvb A_ev A`„k¨gvb n‡Z cv‡i;

	 cÖwZeÜx e¨w³iv mgRvZxq `j bq, cÖwZwU cÖwZeÜx e¨w³B Avjv`v;

	 Zv‡`i mvg_©¨ Ges cÖ‡qvRb wfbœ;

	 Kv‡RB mKj cÖwZeÜx e¨w³‡`i Rb¨ evuavaiv PvKzwi bq

KvwiMwi, e„wËg~jK wkÿv I cÖwkÿ‡Y 

cÖwZeÜx e¨w³‡`i AšÍfz©³KiY
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1.	 AwURg ev AwURg †¯úKUªvg wWRAW©vim

2.	 kvixwiK cÖwZewÜZv

3.	 gvbwmK Amy¯’ZvRwbZ cÖwZewÜZv

4.	 `„wó cÖwZewÜZv

5.	 evK cÖwZewÜZv  

6.	 eyw× cÖwZewÜZv

7.	 kÖeY cÖwZewÜZv 

8.	 kÖeY`„wó cÖwZewÜZv 

9.	 †mwieªvj cvjwm

10. 	WvDb wmb‡Wªvg

11. 	eûgvwÎK cÖwZewÜZv 

12.	 Ab¨vb¨ cÖwZewÜZv

evsjv‡`‡k cÖwZeÜx e¨w³i aiY

- cÖwZeÜx e¨w³i AwaKvi I myiÿv AvBb, 2013
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	 AšÍf©yw³KiY - wK Ges †Kb?

	 mve©Rbxb bKkv

	 cÖ‡ekMg¨Zv

	 Dc‡hvMx cwi‡ek I b¨vqm½Z my‡hvM-myweav

BDGbwmAviwcwW cÖ‡ekMg¨Zv‡K wb‡¤œv³fv‡e msÁvwqZ K‡i‡Q-

Ò†fŠZ AeKvVv‡gv, hvbevnb, Z_¨ I †hvMv‡hvM cÖhyw³mn mKj cÖKvi Z_¨ I †hvMv‡hvM Ges kni I MÖvg Dfq GjvKv‡Z Rbmvavi‡Yi 

Rb¨ cÖvc¨ mKj myweav I †mevmg~‡n - Ab¨vb¨‡`i g‡Zv mgZvi wfwË‡Z cÖ‡ekvwaKvi|Ó

D`vniY, i¨v¤ú Gi myweav ûBj‡Pqvi e¨enviKvix, e„× gvbyl, AšÍmË¡v bvix wb‡Z cv‡i|

Dc‡hvMx cwi‡ek I b¨vqm½Z my‡hvM-myweavi cwiKíbv Kiv nq mywbw`©ófv‡e †Kvb GKRb e¨w³i Rb¨ hv Zvi †Kv‡bv mywbw`©ó wkLb ev 

KvR A_ev Ab¨ †Kv‡bv cwiw¯’wZ‡Z cÖ‡qvRb| 

BDGbwmAviwcwW Abymv‡i, Dc‡hvMx cwi‡ek I b¨vqm½Z my‡hvM-myweav ej‡Z †evSvq ÒcÖ‡qvRbxq Ges h_v_© cwigvR©b I mgš^q, hv 

†Kv‡bv iKg AmvgÄm¨c~Y© ev A‡hŠw³K †evSv Av‡ivc bv K‡i cÖ‡qvRbxq wbw`©ó †ÿ‡Î Ab¨‡`i mv‡_ mgZvi wfwË‡Z cÖwZeÜx e¨w³‡`i 

Rb¨ gvbevwaKvi I †gŠwjK ¯^vaxbZvmg~‡ni Dc‡fvM I Abykxjb Kiv|

	 †gwW‡Kj g‡Wj- GLv‡b cÖwZewÜZv‡K Amy¯’Zvi jÿY 

wn‡m‡e †`Lv nq

	 P¨vwiwU g‡Wj- GLv‡b cÖwZeÜx e¨w³‡K KiæYvi cvÎ 

wn‡m‡e †`Lv nq

	 mvgvwRK g‡Wj- GLv‡b cÖwZewÜZv‡K mgvRm„ó mgm¨v 

wn‡m‡e †`Lv nq

Kv‡RB mgvR‡KB GB evavmg~n `~i Ki‡Z `vwqZ¡ wb‡Z n‡e

K)	 cwi‡ek‡K cÖ‡ekMg¨ Kiv

L)	 Z_¨‡K cÖ‡ekMg¨ Kiv

M)	 AvBb Ges bxwZgvjv cÖwZeÜxevÜe Kiv Ges 

N)	 cÖwZeÜx e¨w³i m¤ú‡K© †bwZevPK `„wófw½i cwieZ©b Kiv

cÖwZewÜZvi g‡Wj

cÖwZewÜZv AšÍfz©w³KiY AR©b - †gŠwjK aviYv

cÖ‡ekMg¨Zv

Dc‡hvMx cwi‡ek I b¨vqm½Z my‡hvM-myweav

AšÍf©y³KiY ej‡Z wK †evSvq?

cÖwZeÜx Ges AcÖwZeÜx e¨w³i †Kvb Kv‡R  

GKmv‡_ AskMÖnY Kiv‡KB AšÍfz©³KiY e‡j|

mve©Rbxb bKkv

RvwZmsN cÖwZeÜx e¨w³i AwaKvi mb` Abyhvqx mve©Rbxb 

bKkv n‡jv

ÒcY¨, cwi‡ek, Kg©m~wP Ges †mevmg~n‡K †Kvb cÖKvi 

cwieZ©©b wKsev we‡kl ai‡bi bKkv QvovB mK‡ji Rb¨, 

m¤¢ve¨ m‡e©v”P gvÎvq e¨envi‡hvM¨ K‡i M‡o †Zvjvi bKkv|Ó
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Dc‡hvMx cwi‡ek I b¨vqm½Z my‡hvM-myweavi wKQz D`vniY

	 eyw× cÖwZeÜx wkÿv_©x‡`i Rb¨ cÖwkÿ‡Y AwZwi³ mgq †`qv

	 `„wó cÖwZeÜx e¨w³‡`i Rb¨ K_v ejv (Rm-JAWS) md&UIqv‡ii e¨e¯’v

	 GKRb cÖwkÿK‡K kÖeY cÖwZeÜx wkÿv_©xi mv‡_ †hv‡Mv‡hv‡Mi Rb¨ Bkviv fvlv †kLv‡bv

	 ûBj‡Pqvi e¨enviKvixi Rb¨ DuPz †Uwej

cÖ‡ekMg¨Zv  (GUv mK‡ji Rb¨)

	 Dc‡hvMx cwi‡ek I b¨vqm½Z 

	 my‡hvM-myweav

	 (e¨w³‡Kw›`ªK)

	 fwZ© cÖwµqv

	 wkLb cÖwµqv

	 emvi e¨e¯’v

	 cÖwkÿY hš¿cvwZ, †KŠkj 

	 ev¯Íe cwi‡ek

	 g~j¨vqb

Dc‡hvMx cwi‡ek I b¨vqm½Z my‡hvM-myweav

Dc‡hvMx cwi‡ek I b¨vqm½Z my‡hvM-myweav n‡Z cv‡i:
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ûBj‡Pqvi e¨enviKvixi Rb¨ DPzu †Uwej

Lv‡Uv bvix wkÿv_x©i Rb¨ mvgÄm¨c~Y© †Uwej 
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cÖwZewÜZv AšÍfz©³Ki‡Y cwiKíbv cÖYqb

	 cÖwZewÜZv AšÍfz©³Ki‡Y A½xKvi cÖKvk

	 cwiKíbv cÖYqb

	 jÿ¨ wba©viY Kiv

`ÿZv Ges Kg©ms¯’vb m¤úwK©Z AvBb I bxwZgvjv

	 RvZxq `ÿZv Dbœqb bxwZgvjv 2011

	 cÖwZeÜx e¨w³i AwaKvi I myiÿv AvBb, 2013

	 `ÿZv Dbœq‡b cÖwZeÜx e¨w³‡`i AšÍf©yw³i RvZxq †KŠkjcÎ 2017

	 RvwZmsN cÖwZeÜx e¨w³e‡M©i AwaKvi mb`

	 †UKmB Dbœqb Afxó
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	 RvwZmsN AwaKvi mb` ¯^xK…wZ †`q †h cÖwZeÜx e¨w³-

	 ˆelg¨ Qvov Ges mgZvi wfwË‡Z wkÿv Ges KvwiMwi cÖwkÿ‡Y AskMÖn‡Yi

	 Kg©ms¯’v‡bi

	 kÖg evRv‡i M„wnZ Kv‡Ri g‡a¨ mgZvi wfwË‡Z KvR cQ›` Kivi

	 cÖwZeÜxevÜe Ges cÖ‡ekMg¨ Kg©cwi‡e‡k AskMÖn‡Yi

	 evsjv‡`k BDGbwmAviwcwW †Z 30 b‡f¤^i, 2007 mv‡j ¯^vÿi K‡i Ges Hw”QK 

cÖwZcvjbxq wewaweav‡b 12 †g, 2008 mv‡j Aby¯^vÿi K‡i

aviv 9: wkÿv I cÖwkÿY

	 cÖ‡qvRbxqZvi wbix‡L cÖwZeÜx wkÿv_x©‡`i wkÿve„wË cÖ`v‡bi c`‡ÿc MÖnY Kiv;

	 GKxf~Z wkÿv ev¯Íevq‡bi j‡ÿ¨ Dc‡hvMx cwi‡ek I b¨vqm½Z my‡hvM-myweavi 

e¨e¯’v Kiv;

	  KvwiMwi I e„wËg~jK wkÿv I cÖwkÿY Kvh©µ‡g cÖwZeÜx e¨w³i AskMÖnY e„w×‡Z

      cª‡ekMg¨Zv wbwðZ Kiv;

	  cÖwZewÜZv wel‡q wkÿK Ges PvKzwi cÖv_x©‡`i cÖwkwÿZ Kiv;

	  fwZ©i †ÿ‡Î cÖwZeÜx e¨w³‡`i Rb¨ †KvUv msiÿY

aviv 10: Kg©ms¯’vb

	 h_vh_ bxwZgvjvi AvIZvq miKvwi I †emiKvwi ch©v‡q cÖwZeÜx e¨w³i Rb¨ 

Dchy³ Kg©‡ÿÎ kbv³KiYmn AMÖvwaKvi wfwË‡Z PvKzwii my‡hvM m„wó Kiv Ges 

GB †ÿ‡Î †emiKvwi D‡`¨v³vMY‡K ÔRvZxq ivR¯^ †ev‡W©i c~e©vby‡gv`b mv‡c‡ÿ 

KiÕ †iqv‡Zi myweav cÖ`vb Kiv;

	 Kg©¯’‡j cÖwZeÜx e¨w³i Pvwn`vi wfbœZv we‡ePbvq Dc‡hvMx cwi‡ek I b¨vqm½Z 

my‡hvM-myweavi e¨e¯’v Kiv;

	 miKv‡ii bxwZgvjv mv‡c‡ÿ, mivKvwi-†emiKvwi, mswewae× ms¯’v I ¯’vbxq 

KZ©„c‡ÿi PvKzwi‡Z wb‡qv‡Mi †ÿ‡Î cÖwZeÜx e¨w³i Rb¨ wba©vwiZ eqmmxgv 

wkw_jKiY Ges h_vh_ †KvUv msiÿ‡Yi e¨e¯’v Kiv;

RvwZmsN cÖwZeÜx e¨w³e‡M©i AwaKvi mb`

cÖwZeÜx e¨w³i AwaKvi I myiÿv AvBb, 2013
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	 RvZxq `ÿZv Dbœqb bxwZgvjvq ejv n‡q‡Q-

	 mKj cÖwkÿY Kg©m~Px‡Z cÖwZeÜx e¨w³‡`i Rb¨ 5% fwZ© †KvUv ivLv

	 cÖvwZôvwbK myweavi Dbœqb Kiv

	 e¨e¯’vcK Ges cÖwkÿK‡`i cÖwkÿY †`qv

	 Dc‡hvMx cwi‡ek I b¨vqm½Z my‡hvM-myweavi e¨e¯’v 

	 cÖwkÿY Ges PvKzwii my‡hv‡Mi Dci KvD‡Ýwjs Kiv

RvZxq `ÿZv Dbœqb bxwZgvjv 2011

	 GB †KŠkjcÎwU 5 A‡±vei 2016 Zvwi‡L AbywôZ ÒRvZxq `ÿZv Dbœqb 

KvDwÝjÓ Gi 4_© mfvq Aby‡gvw`Z| 

GB †KŠkjc‡Îi 6wU D‡Ïk¨:

1.	 ewa©Znv‡i AskMÖnY: mKj `ÿZv Dbœqb Kvh©µ‡g cÖwZeÜx e¨w³‡`i AskMÖnY 

Ges `ÿZv Dbœqb c×wZ‡K Zv‡`i cÖwZwbwaZ¡ wbwðZKiY|

2.	 †evaMg¨Zvi `„pKiY: †÷K‡nvìvi‡`i g‡a¨ `ÿZv Dbœq‡b cÖwZeÜx e¨w³‡`i 

AšÍfz©³Ki‡Yi †h aviYv we`¨gvb, †mwU Ae¨vnZfv‡e Dbœqb NUv‡Z n‡e Ges 

cÖvmw½K †mevKg©, gvb Ges DcKi‡Yi gva¨‡g †m aviYvi mg_©b †hvMv‡Z n‡e|

3.	 cÖ‡ekMg¨Zvi wbwðZKiY: `ÿZv Dbœq‡b cÖwZeÜx e¨w³‡`i e¨envi Dc‡hvMx 

cY¨, cwi‡ek, Kg©m~Px I †mevKg© ˆZwi Kiv Ges e¨w³i Pvwn`v c~i‡Y mÿg Ggb 

c`‡ÿc MÖnY Kiv|

4. 	 Kg©ms¯’v‡bi cÖmvi: `ÿZv Dbœqb Ges Kv‡Ri g‡a¨ Ggbfv‡e mgš^q Ki‡Z n‡e 

hv‡Z K‡i `ÿZv Dbœqb cÖwZeÜx e¨w³‡`i Kv‡Ri cv‡_q nq Ges `ÿZv Dbœqb 

c×wZ‡Z cÖwZeÜx e¨w³‡`i Rb¨ evRvi Pvwn`v cÖwZdwjZ nq|

5. 	 wkLb I Awf‡hvRb: cÖwZewÜZv AšÍfz©w³i Rb¨ KvwiMwi Áv‡bi Dbœqb Kiv Ges 

†m Abymv‡i `ÿZv Dbœqb c×wZi Awf‡hvRb Kiv|

6. 	 cÖvwZôvwbK cwieZ©b: ̀ ÿZv Dbœq‡b cÖwZeÜx e¨w³‡`i AšÍfz©w³‡K wbwðZKi‡Yi 

Rb¨ cÖwZôvb I cÖwµqv ¯’vcb Kiv|

RvZxq `ÿZv Dbœqb bxwZgvjv 2011
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Afxó 4	

	 mK‡ji Rb¨ AšÍfy©w³g~jK I mgZvwfwËK ¸bMZ wkÿvi  wbðqZv cÖ`vb I 

Rxebe¨vcx wkÿvjv‡fi my‡hvM m„wó Kiv 4.5 2030 mv‡ji g‡a¨, wkÿv †ÿ‡Î wj½ 

(†RÛvi) ˆelg¨ `~i K‡i cÖwZeÜx e¨w³, Avw`evmx Rb‡Mvôx Ges SzuwKc~Y© wkïmn 

wcwQ‡q cov Rb‡Mvôxi Rb¨ me©¯Í‡ii wkÿv Ges e„wËg~jK cÖwkÿ‡Y mg  AskMÖnY 

wbwðZ Ki‡Z n‡e 

	 4.K wkÿv cªwZôvb I wkÿv MÖnYKvixi g‡a¨ †hgb: wkï, cÖwZeÜx e¨w³ Ges wj½ 

(†RÛvi) ˆelg¨nxb n‡Z n‡e Ges mevi Rb¨ wbivc`, A-mwnsm, GKxf‚Z Ges 

Kvh©Ki wkÿY cwi‡ek wbwðZ Ki‡Z n‡e

 

Afxó 8.5

	 mK‡ji Rb¨ w¯’wZkxj, AšÍfy©w³g~jK I †UKmB A_©‰bwZK DbœwZ mvab Kiv Ges 

c~Y©v½ I Drcv`bkxj Kg©ms¯’v‡bi e¨e¯’v Kiv 

RvwZmsN cÖwZeÜx e¨w³e‡M©i AwaKvi mb`

†UKmB Dbœqb Afx‡ói g~jbxwZ-KvD‡K ev` w`‡q bq

wkLb, cÖwZewÜZv Ges Dc‡hvMx cwi‡ek I 

b¨vqm½Z my‡hvM-myweav

wewfbœ ai‡bi cÖwZeÜx wkÿv_x©‡`i †kªwYK‡ÿ cvV`v‡bi Dcvq

	 mnR mij kã Ges fvlv e¨envi

	 Qwe ev `„k¨gvb DcKiY e¨envi 

	 eûgyLx cÖwkÿY c×wZ e¨envi

	 †¯^”Qv‡mex myweav †`qv

	 KvRUv‡K †QvU †QvU fv‡M fvM K‡i †`qv

	 †Rvi bv K‡i AskMÖnY Ki‡Z Drmvn †`qv

	 b¨vq m½Z my‡hvM-myweav cÖ`vb

	 mncvVxi e¨e¯’v 

AvswkK `„wó cÖwZeÜx wkÿv_©xi Rb¨ wkÿv 

cÖwZôvb/†kªwYKÿ Dc‡hvMxKiY †KŠkj n‡Z cv‡i

	 mvg‡bi mvwi‡Z em‡Z †`Iqv

	 †kªwYK‡ÿ Zvi cÖ‡qvRbgZ Av‡jvi e¨e¯’v Kiv ev Rvbvjvi 

KvQvKvwQ em‡Z †`Iqv

	 eø¨vK‡ev‡W©i Dci ch©vß Av‡jvi e¨e¯’v Kiv Ges †evW©wU 

†hb Mvp Kv‡jv _v‡K Zv wbwðZ Kiv| G‡ÿ‡Î g‡b ivL‡Z 

n‡e eø¨vK‡evW©wU‡Z †hb AwaK PK&P‡K fve bv _v‡K|

	 eø¨vK‡ev‡W© wKQz„ †jLvi †ÿ‡Î †evW©wU fvjfv‡e cwi¯‹vi 

K‡i †bIqv Ges jvBb¸‡jv duvK w`‡q †jLv

	 †ev‡W© wKQz †jLvi mgq AvswkK `„wógvb wkÿv_©xi †`L‡Z 

myweav nq Ggb AvKv‡ii eo eo Aÿ‡i †jLv Ges GKB 

mv‡_ gy‡L D”PviY Kiv;

	 D¾¡j I †gvUv ̀ v‡Mi jvBb Uvbv LvZv e¨envi Ki‡Z †`Iqv;

AvswkK `„wó cÖwZeÜx wkÿv_©xi Rb¨ wkÿv 

cÖwZôvb/†kªwYKÿ Dc‡hvMxKiY †KŠkj n‡Z cv‡i

	 eø¨vK‡evW© I P‡Ki ga¨Kvi D¾¡j ˆemv`„k¨ eRvq ivLv

	 †Kvb wel‡qi wPÎ/Qwe †`Lv‡bvi †ÿ‡Î †jv-wfkb wkÿv_©xi 

Pvwn`v Abyhvqx †m¸‡jv eo K‡i AvuKv Ges D¾¡j i‡Oi 

e¨envi wbwðZ Kiv

	 eø¨vK‡ev‡W©i †jLv †hb cwi¯‹vi Ges ¯úó nq †mw`‡K jÿ¨ 

ivLv

	 `~‡i †_‡K †ev‡W©i †jLv bv eyS‡Z cvi‡j cÖ‡qvR‡b 

wkÿv_©x‡K †ev‡W©i Kv‡Q wb‡q †`Lvi my‡hvM K‡i †`Iqv

	 RwUj I `y‡e©va¨ Qwe/wPÎ eySv‡bvi cÖ‡qvR‡b ev¯Íe/Aa©ev¯Íe 

DcKiY e¨envi Kiv

	 †gvUv ̀ vMhy³ I Mvp Kvwji Kjg/†cwÝj e¨envi Ki‡Z †`Iqv

	 eo Aÿ‡ii Qvcv eB‡qi e¨e¯’v Kiv
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m¤ú~Y© „̀wó cÖwZeÜx wkÿv_©xi Rb¨ wkÿv 

cÖwZôvb/†kªwYKÿ Dc‡hvMxKi‡Yi †ÿ‡Î we‡eP¨ 

welqmg~n n‡Z cv‡i

	 mvg‡bi w`‡Ki mvwi‡Z em‡Z †`Iqv

	 cov †`qv I †bqvi †ÿ‡Î mgvb ¸iæZ¡ †`Iqv

	 †Kvb welq cÖkœ Kivi †ÿ‡Î „̀wó cÖwZeÜx wkÿv_©xi bvg a‡i 

WvKv

	 Zv‡`i †ÿ‡Î Bkviv/Bw½Z e¨envi bv Kiv

	 eø̈ vK‡ev‡W© †Kvb wKQz wjLvi mgq GKB mv‡_ gy‡L D”PviY Kiv

	 Pÿz̄ §vb wkÿv_©x‡`i D‡Ï‡k¨ †Kvb Qwe/wPÎ †`Lv‡bvi †ÿ‡Î 

m¤¢e n‡j ev Í̄e A_ev g‡Wj DcKiY „̀wó cÖwZeÜx wkÿv_©xi 

nv‡Z awi‡q Av‡jvP¨ wel‡qi Dci mȳ úó aviYv †`Iqv

	 wewfbœ cwi‡ek/Ae ’̄vi cv_©K¨ eySv‡bvi Rb¨ m¤¢e n‡j ev Í̄e 

cwi‡e‡k wb‡q hvIqv

	 K…wÎg cwi‡ek ˆZwi K‡i †m welq m¤̂‡Ü mȳ úó aviYv †`Iqv

	 †Kvb welq †kLv‡bvi †ÿ‡Î Zvi avivevwnKZv eRvq ivLv

	 GKwU avc/welq cy‡ivcywi Avq‡Ë¡ bv Avmv Aewa bZzb avc/

welq †kLv‡bv eÜ ivLv

	 RwUj I ỳ‡e©va¨ wel‡q †ewk mgq †`Iqv I cÖ‡qvR‡b evievi 

eywS‡q †`Iqv| G‡ÿ‡Î Av‡jvP¨ wel‡qi Dci †Kvb ̄ úk©†hvM¨ 

DcKiY _vK‡j Zvi gva¨‡g eywS‡q †`Iqv

	 wkÿv_©x hw` †eªBj c×wZ e¨envi K‡i _v‡K †m‡ÿ‡Î †Kvb 

welq †jLv I covi Rb¨ wKQzUv mgq Ab¨‡`i Zzjbvq †ewk 

†`Iqv

	 GKvwaK „̀wó cÖwZeÜx wkÿv_©x‡K GKm‡½ bv ewm‡q Pÿz̄ §vb 

mncvVx‡`i m‡½ wg‡jwg‡k emv‡bv

	 cvV`vb PjvKvjxb mg‡q „̀wó cÖwZeÜx wkÿv_©x hv‡Z A¯úó 

wel‡q cv‡ki mncvVxi gva¨‡g Rvb‡Z cv‡i Zvi AbygwZ _vKv 

I G j‡ÿ¨ Ab¨vb¨ mncvVx‡`i eywS‡q †`Iqv Ges DrmvwnZ 

Kiv

	 Ab¨vb¨ wkÿv_©x‡`i g‡Zv mgvbfv‡e cvV`vb/MÖnY Kiv

	 cvV`vb/MÖnY mK‡ji b¨vq m‡šÍvlRbK bv n‡jI wZi¯‹vi Kiv 

n‡Z weiZ _vKv Ges AskMÖn‡Yi Rb¨ cÖksmv Kiv

	 „̀wó cÖwZeÜx wkÿv_©x g‡b Kó cvq A_ev Zv‡`i †ÿ‡Î e¨½ 

we ª̀æc †evaK †Kvb Mí, AwfÁZv, †KŠZzK BZ¨vw` n‡Z weiZ 

_vKv

	 †kªwYK‡ÿi AvmevecÎ¸‡jv mvwie×fv‡e ¸wQ‡q ivLv Av‡Q 

wKbv Zv K¬vm ïiæ Kivi c~‡e©B jÿ¨ Kiv I „̀wó cÖwZeÜx 

wkÿv_©xi PjvP‡ji Rb¨ wbivc` Kiv

	 †kªwYK‡ÿi/AvKvi/AvqZb m¤ú‡K© „̀wó cÖwZeÜx wkÿv_©x‡K 

Nywi‡q Nywi‡q ¯ú‡k©i gva¨‡g wbLuyZ aviYv †`Iqv Ges 

†kªwYK‡ÿi wRwbmcÎ Zv‡`i‡K bv Rvwb‡q miv‡bv hv‡e bv A_

ev †Kvb cwieZ©b Kiv n‡j cybivq Zv‡`i‡K c~‡e©i b¨vq aviYv 

†`Iqv

	 †kªwYK‡ÿi Avmevec‡Îi †Kvbv¸‡jv hv‡Z m~uPv‡jv bv nq Ges 

G †_‡K †hb „̀wó cÖwZeÜx wkÿv_©x AvNvZ bv cvq Zvi e¨e ’̄v 

wbwðZ Kiv

	 †kªwYK‡ÿi Av‡kcv‡k DuPz-bxPz I wec`RbK ’̄vbmg~n 

†eov/†iwjO w`‡q eÜ K‡i †`Iqv

	 †kªwYK‡ÿi mKj wkÿYxq Kg©Kv‡Ûi ̀ ÿZv Abyhvqx AskMÖn‡Y 

DrmvwnZ Kiv

	 „̀wó cÖwZeÜx wkÿv_©xi cÖwZ iÿYkxj g‡bvfve/ „̀wófw½ Z¨vM 

Kiv

	 ˆe ÿ̀ wZK Zvi/myBP †evW© ̀ „wó cÖwZeÜx wkÿv_©xi bvMv‡ji evB‡i 

’̄vcb Kiv

kªeY I evK& cÖwZeÜx wkÿv_©x‡`i †kLv‡bvi †KŠkj

	 kªeY I evK& cÖwZeÜx wkÿv_©x‡`i‡K cÖ_g ev wØZxq mvwi‡Z 

emv‡Z n‡e;

	 †kªwYi Av‡jvK wbqš¿Y e¨e ’̄v Ggb nIqv cÖ‡qvRb hv‡Z wkÿv_©x 

wkÿ‡Ki gyLgÛj ¯úófv‡e †`L‡Z cv‡i;

	 kªeY I evK& cÖwZeÜx wkÿv_©x K_v ejvi mgq †Vvu‡Ui bovPov 

†`‡L fvj eyS‡Z cv‡i| †Lqvj ivL‡Z n‡e hv‡Z gyL †X‡K ev 

gyL Nywi‡q K_v ejv bv nq;

	 wkÿv_©xi mv‡_ K_v ejvi Av‡M Zvi g‡bv‡hvM AvKl©Y Ki‡Z 

n‡e| Zvn‡j †m Rvb‡Z cvi‡e wkÿK Zvi mv‡_ K_v ej‡Q;

	 `jxq Av‡jvPbvi mgq †Lqvj ivL‡Z n‡e kªeY I evK& cÖwZeÜx 

wkÿv_©xiv hv‡Z g~j welqwU eyS‡Z cv‡i;

	 gyLgÛ‡ji Awfe¨w³ Ges ¯̂vfvweK A½fw½ e¨envi Ki‡Z 

n‡e;

	 wkÿK‡K †kªwYK‡ÿ cwi®‹vifv‡e I ¯̂vfvweK MwZ‡Z K_v 

ej‡Z n‡e;

kªeY cÖwZeÜx wkÿv_©x hviv GKxf‚Z wkÿvq AskMÖnY 

Ki‡Q Zv‡`i A‡b‡KB wnqvwis GBW e¨envi K‡i| 

Zv‡`i Rb¨ AviI K‡qKwU w`‡K „̀wó ivLv-

	 wnqvwis GBW e¨enviKvix wkÿv_©x‡K wkÿ‡Ki †_‡K 2 wgUvi 

~̀i‡Z¡i g‡a¨ em‡Z w`‡Z n‡e| wkÿKMY hLb †kªwYK‡ÿ †nu‡U 

†nu‡U cov‡eb ZLb †Lqvj ivL‡Z n‡e hv‡Z wkÿv_x©wU n‡Z 

†ewk ~̀i‡Z¡ bv m‡i hvb;
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	 †kªwY‡Z hv‡Z †ewk †Mvjgvj bv nq Ges AwZwi³ kã hv‡Z 

m„wó bv nq †mw`‡K jÿ¨ ivL‡Z n‡e;

	 k‡ãi cÖwZaŸwb hv‡Z m„wó bv nq, †mw`‡K †Lqvj ivL‡Z n‡e;

	 wnqvwis GBW cwiwnZ wkÿv_©x‡`i m‡½ ¯̂vfvweK fw½‡Z K_v 

ej‡Z n‡e, D”P¯̂‡i K_v ejvi cÖ‡qvRb †bB;

	 G mKj e¨e ’̄v MÖn‡Yi Rb¨ †hwU cÖ‡qvRb Zv n‡jv m‡PZbZv 

m„wó Ges „̀wófw½i cwieZ©b|

kvixwiK cÖwZeÜx wkÿv_©x‡`i Rb¨ KiYxq

	 mgm¨v Abyhvqx mnvqK DcKiY cÖvwß wbwðZ Kiv;

	 DcKiY e¨envi K‡i we`¨vj‡qi Mgb c_ Dc‡hvMx K‡i ˆZwi 

Kiv;

	 †kªwYKÿ/we`¨vjq feb, we`¨vj‡qi gvV, Uq‡jU BZ¨vw` †ÿ‡Î 

Zvi AbyKzj cwi‡ek m„wó Kiv (`iRv cÖk Í̄ Kiv, i¨v¤ú ˆZwi 

Kiv BZ¨vw`);

	 wkÿv_©xi hvZvqv‡Zi †ÿ‡Î cwievi I mncvVx‡`i ¯̂Ztù‚Z© 

mnvqZv`v‡bi g‡bvfve m„wó Kiv| G‡ÿ‡Î wkÿv_©xwU wkÿ‡Ki 

evwoi KvQvKvwQ n‡j wZwb wb‡RI mnvqZv Ki‡Z cv‡i;

	 †Ljva~jv I mncvV Kvh©µg wbe©vP‡bi †ÿ‡Î kvixwiK cÖwZeÜx 

wkÿv_©xi mgm¨vi aiY I gvÎv Abyhvqx †Ljva~jv I Kvh©µg 

wbe©vPb Kiv hv‡Z A-cÖwZeÜx wkÿv_©x‡`i mv‡_ ZvivI 

mwµqfv‡e AskMÖnY Ki‡Z cv‡i| cÖ‡qvR‡b †Ljvayjvi 

cwiPvjbvi avc wKsev wbq‡gi cwieZ©b ev evowZ wbqg ms‡hvM 

Ki‡Z n‡Z cv‡i;

	 kvixwiK cÖwZeÜxi Pvwn`v we‡ePbv K‡i Zvi Dchy³ ¯’v‡b 

emvi e¨e¯’v wbwðZ Kiv| G‡ÿ‡Î cÖ‡qvR‡b mvaviY †eÂ, 

†Pqv‡ii cwie‡Z© Zvi Dc‡hvMx we‡kl †Pqvi †Uwej Gi 

e¨e¯’v wbwðZ Kiv| †kªwYK‡ÿ cÖ`k©bg~jK wkÿY Kvh©µ‡g 

cÖ‡qvR‡b kvixwiK cÖwZeÜx wkÿv_©xi Rb¨ bgbxq g‡bvfve 

I `„wófw½i cÖmb Kiv, †hgb- Ab¨ wkÿv_©x †ev‡W© wM‡q 

wjL‡e ev AvuK‡e, GKB KvR †m Zvi wb‡Ri LvZvq m¤úbœ 

K‡i cÖ`k©‡bi my‡hvM _vK‡e;

	 nv‡Zi †jLv I Qwe AvuKvi †ÿ‡Î hw` m~²fv‡e KvRwU Ki‡Z 

mgm¨v nq A_©vr ª̀æZ Ki‡Z cv‡i bv ev Kjg, †cwÝj ai‡Z 

mgm¨v nq †m †ÿ‡Î Zv‡K Kg KvR †`Iqv ev mgq evwo‡q 

†`Iqv Ges Kjg, †cwÝj aivi Dc‡hvMx K‡i †`Iqv;

	 m¤¢e n‡j kvixwiK cÖwZeÜx wkÿv_©x‡K †kªYxK‡ÿi `iRvi 

KvQvKvwQ emvi my‡hvM K‡i †`Iqv| hv‡Z K‡i Ab¨ wkÿv_©x‡`i 

hvZvqvZ c‡_ euvavi m„wó bv nq Ges wkÿv_©x Zvi mnvqK 

DcKiY wbivc` ’̄v‡b ivL‡Z cv‡i;

	 mnvqK DcKiY e¨enviKvix kvixwiK cÖwZeÜx wkÿv_©x Av‡Q| 

Ggb †kªYxK‡ÿi AvmevecÎ¸‡jv mvwie×fv‡e _vK‡e Ges 

PjvP‡ji c_ cÖm ’̄ _vK‡e hv‡Z wkÿv_©x Zvi mnvqK DcKiY 

wb‡q mn‡RB PjvPj Ki‡Z cv‡i|

eyw× cÖwZeÜx wkÿv_x©‡`i †kLv‡bvi †KŠkj

	 wkÿv_x©i wkÿvi Pvwn`v Abymv‡i Zvi Rb¨ cÖ_‡g wkÿvi Í̄i 

wba©viY K‡i wkÿvi jÿ¨ ˆZwi Kiv

	 wba©vwiZ welqwU‡K †kLv‡bvi Rb¨ welq‡K we‡k¬lY Kivi Dci 

¸iæZ¡ †`qv

	 we‡k¬wlZ welqwU wkÿv`v‡bi Rb¨ wewfbœ c×wZ AbymiY K‡i 

hZUv m¤ ¢e ev Í̄‡e †kLv‡bvi †Póv Kiv

	 wkÿv`v‡b hZUv m¤¢e welqwfwËK ev Í̄e DcKiY e¨envi Kiv

	 wkL‡bi cÖwZwU mdjZvq ZvrÿwYKfv‡e wkÿv_x©‡K cyi¯‹…Z 

Kiv

	 wkL‡bi cÖwZwU mdjZvi Pjgvb g~j¨vqb Kiv Ges h_vh_fv‡e 

†iKW© ivLv

	 wkÿKe„›` eyw× cÖwZewÜZv m¤úbœ wkÿv_©x‡`i wKQyUv Kg 

mÿgZv‡K AvšÍwiKfv‡e †g‡b wb‡j mvaviY wkÿv_©x‡`i 

mv‡_ g„`y gvÎvi eyw× cÖwZeÜx wkÿv_©x‡`i mn‡RB wkÿv †`qv 

hvq

cÖwZewÜZv AšÍfz©³Ki‡Y mvgvwRK w`K

	 mvgvwRK ̀ ÿZv AZ¨šÍ cÖ‡qvRb| †hgb: ̀ ‡j KvR Kivi mvg_©̈

	 cÖwZeÜx e¨w³‡`i cÖwZ wkóvPvi I AvPiY

cÖwZeÜx e¨w³‡`i cÖwZ wkóvPvi Ges AvPiY

wKfv‡e cÖwZeÜx e¨w³‡`i mv‡_ e¨envi Kie-

	 cÖwZeÜx e¨w³‡`i mv‡_ mivmwi †hvMv‡hvM Kiv

	 Avcwb Ac‡ii KvQ †_‡K †hgb AvPiY I m¤§vb †c‡Z Pvb 

cÖwZeÜx e¨w³‡`i mv‡_ †Zgb AvPiY Kiv

	 Abygvb bv K‡i wRÁvmv Kiv

	 cÖwZeÜx e¨w³‡`i wb‡Ri cQ›` wb‡R‡K Ki‡Z †`qv

	 Avcwb AcȪ ‘Z nIqv m‡Ë¡I cÖwZwµqv Rvbv‡bv Ges m¤ú„³ Kiv

	 mwVK I cÖvmw½K fvlv e¨envi

kã e¨envi

e¨envi Kie bv e¨envi Kie

cÖwZeÜx cÖwZeÜx e¨w³

AÜ `„wó cÖwZeÜx e¨w³

gw¯Í®‹ ÿwZMÖ¯Í GKRb e¨w³ hvi gw¯Í‡®‹ ÿwZ n‡q‡Q
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1.	 cÖwZkÖæwZ w`‡Z n‡e hv wjwLZ _vK‡e| hv mKj Kgx© Ges 

AskxRb‡K Rvbv‡Z n‡e| (RvZxq `ÿZv Dbœqb bxwZgvjv 

2011 Abyhvqx cÖwZeÜx e¨w³‡`i 5% fwZ© †KvUv e¨e¯’v)

2.	 ˆR¨ô †Kvb Kg©KZ©v hvi cÖwZewÜZv wel‡q AvMÖn i‡q‡Q 

Zv‡K cÖwZewÜZv †dvKvj wn‡m‡e `vwqZ¡ †`qv

3.	 GKwU cÖwZewÜZv AšÍf©y³ `j MVb 

4.	 cÖwZôv‡bi Kg©x I cÖwkÿK‡`i AvBb I bxwZgvjv m¤ú‡K© 

m‡PZbZv m„wó‡Z †mwgbvi/Kg©kvjvi Av‡qvRb

5.	 cÖwkÿK, e¨e¯’vcbv Kgx© Ges Ab¨vb¨ Kgx©‡`i cÖwZewÜZv 

AšÍf©yw³g~jK cÖwkÿ‡Yi Av‡qvRb

6.	 cÖwkÿY cÖwZôv‡bi cÖ‡ekMg¨Zvi Ae¯’v wbiƒcY

7. 	 cÖwZeÜx e¨w³‡`i msMVb (wWwcI), cÖwZeÜx e¨w³‡`i Rb¨ 

KvR K‡i Ggb msMVb Ges mgvR‡mev wefv‡Mi mv‡_ 

Askx`vwiZ¡ ¯’vcb

8. 	 †UªW BDwbqb Gi mv‡_ ms‡hvM ¯’vcb 

9. 	 wb‡qvM`vZv ms¯’v - evsjv‡`k Ggcøqvm© G‡mvwm‡qkb, 

wewRGgBG, evsjv‡`k wem‡bm GÛ wWRGwewjwU †bUIqvK© 

(wewewWGb) Gi mv‡_ ms‡hvM ¯’vcb

10. 	evwl©K ev‡R‡U cÖwZewÜZv AšÍfz©³Ki‡Y ev‡RU eivÏ

11. 	cÖwZeÜx wkÿv_©x‡`i Z_¨ fvÛvi ˆZwi

12. 	wbw`©ó cªwZeÜx wkÿv_x©i cÖ‡qvRb c~i‡Y Dc‡hvMx cwi‡ek 

I b¨vqm½Z my‡hvM-myweav wbwðZ Kiv

13. cÖPvig~jK g¨v‡Uwiqvj cÖKvkbvi D‡`¨vM MÖnY (wjd‡jU, 

mdjZvi Mí) 

14.	 cÖwZeÜx wkÿv_x©‡`i Rb¨ Z_¨ †W¯‹ Pvjy Kiv 

15.	 cÖwZeÜx wkÿv_x©‡`i fwZ©i wel‡q evwl©K jÿ¨ wba©viY Kiv

16.	cÖwZeÜx wkÿv_x©‡`i fwZ©‡Z DrmvwnZ Ki‡Z fwZ© weÁwß‡Z 

Zv‡`i myweav wel‡q D‡jøL Kiv

17.	 cÖwZewÜZv AšÍfy©³Ki‡Yi DbœwZ gwbUi Kiv Ges Ab¨‡K 

Rvbv‡bv

KvwiMwi I e„wËg~jK cÖwkÿY cÖwZôv‡b 

cÖwZeÜx e¨w³‡`i AšÍfz©³ Ki‡Z c`‡ÿcmg~n





DISABILITY INCLUSION 
INTERVENTIONS AND 
PROGRESSES BY BBDN

TOWARDS AND 
INCLUSIVE WORKFORCE 
IN BANGLADESH
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SKILLS 21

Promoting Social Inclusion Strategy In The Seven (7)  Model Institutes And Two 
(2) Centres Of Skills Excellence For Persons With Disabilities In Bangladesh

	 Outcome 1. Improve Quality of the TVET/Skills Development System

	 Outcome 2. Improved Access to and Equity within the TVET/Skills Development System through TVET 
Model Institutions

	 Outcome 3. Improve Governance and Management of the TVET/Skills Development System

Objectives:

To facilitate and promote job placement, skills training, education and other support services for people with dis-

abilities; To provide and promote services and to advocate for policies, related to inclusion of people with disabil-

ities in the workforce; To support organizations to holistically become more inclusive of people with disabilities
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MILESTONE ACTIVITIES 

MOU signing with OPD 
institutions 

Training and 
educational sessions to 

increase Institutional 
Capacity to support 

inclusion

Action Plan and 
guidance for in depth 
actions even after the 

completion of the 
project 

Monitoring and 
evaluation 

Disability Inclusion Interventions
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Interventions / input

The Project supports the nine (9) project-supported institutions to be vehicles for the delivery of 
teacher training and skills programs that focus on inclusive strategies for vulnerable and disadvantaged 
groups including women, persons with disabilities (PWDs), indigenous peoples (IPs). 

	 Disability inclusion training

	 Sensitization training 

	 OPD MOU signing 

	 IMAB gathering and discussion

	 Action plan prepare and dissemination 

	 Sign language and NVDA training 

	 Budget allocation for enrolling students with 
disabilities 

	 Job fairs

	 Monitoring and field visit

	 On-sight in-depth coaching



Towards an Inclusive TVET System Disability Inclusion Learning Materials for the Instructors 31

Key field report findings

Inclusion of persons with a disability from a rights-
based perspective is a crosscutting issue in the 
organisation and worked out in all the strategic 
documents and organisational procedures. 

Disability is mentioned in human-resource diversity 
policy. 

Disability expertise exists within organization; 
many within organization and partner organizations 
are aware of such expertise; it is regularly used 
within the organization and also extended to other 
partners on request. Whenever needed external 
support is requested. Clear, coherent medium- to 
long-term inclusion strategy on disability that is 
both actionable and linked to overall policy; strategy 
is universally known throughout the organization 
and consistently helps drive day-to-day behavior at 
all levels of the organization.

Accessibility is taken into account when events are 
organised. The majority are accessible to people 
with disabilities. 

Sensitization to staff members are given to 
use, arrange for and produce materials and 
communications in alternative formats as applicable. 

Some teachers know how to adapt teaching method 
to meet the needs of some students with disabilities. 

Enrollment of students with disabilities are 
happening in various trades long course and short 
course. 

Some of the programmes collaboration takes place 
with disabled people’s organisations, disability 
service providers (including government) or (inter)
national networks on disability inclusion.

Total inclusion score

.0

1.0

2.0

3.0

4.0

Domain 1:
Governance

Domain 2:
Student

Enrolment and
Accompaniment

Domain 3: Human
Resources

Domain 4:
Curriculum

Planning, Delivery
and

Implementation

Domain 5:
Accessibility

Domain 6:
External Relations

Average summary table Baseline Progress Final
Domain 1: Governance 2.5 3 3.1
Domain 2: Student 
Enrolment and 
Accompaniment

2.2 2.6 3

Domain 3: Human 
Resources

2.3 3 3.4

Domain 4: Curriculum 
Planning, Delivery and 
Implementation

1 1.8 2

Domain 5: Accessibility 1.3 2 2.5
Domain 6: External 
Relations

1.7 2.1 3

Total 1.92 2.45 3.17

Figure: Sample Disability Inclusion Score board
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labour Market Inclusion scenario

	 Now a days many business or corporates are 
showing genuine interest in hiring skilled 
employee from people with disabilities.

	 Many business leaders came forward with high 
level management commitment and recruitment 
target.

	 Now a days bdjobs platform is user friendly for 
persons with disabilities .Many employers have 
posted jobs mentioning about persons with 
disabilities.

	 Urmi Group, Ananta group, Square Fashion 
Ltd, Viyellatex group, Shinshin, Btopi group, 

DBL group, Fakir Group, Keya Cosmetics, 
Shwapno, BSRM, BRAC, ICDDRB, Coca-Cola, 
Bengal glass, Dominos Pizza, bKash etc. are 
few examples of employers who already recruit 
people with disabilities.

	 Government have tax exemption declaration 
for the employers who recruit 10% people with 
disabilities of their total work force.

	 As a private sector representative, BBDN works 
for making the private sector inclusive so people 
with disabilities can get  appropriate jobs based 
on their skills. 

Labour Market Inclusion-Gaps

Candidate Side:
	 Jobseekers are mainly come with general 

education background and don’t have 
employability skills  that industry has demanded.

	 Fresh Candidate have higher salary expectation 
compare to candidates who have one-two years 
work experiences. 

	 People with disabilities have low access in smart 
devices and Candidate have poor  technology 
expertise.  

	 Candidate  have lack in soft skills and corporate 
etiquette. 

Employers Side:

	 Sometimes employers don’t get confidence 

to people with disabilities with the given job 

specially to visually impaired people. 

	 Employers have lack of proper channel of getting 

matched candidates. 

	 Employers usually given recruitment demand to 

us mostly on blue collar/floor level positions. 

	 Employers face challenges to get skilled 

candidate for the high paying jobs for usual 

sources.
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evsjv Bkviv fvlv:

evK I kÖeY cÖwZeÜx wkÿv_©x‡`i 

cvV`v‡b wkÿK‡`i mnvqK fvlv
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mvaviYZ A_© enb K‡i Ggb nv‡Zi Bkvivq †hvMv‡hv‡Mi fvlv n‡”Q Bkviv fvlv| nv‡Zi 

Bkviv, Av½yj, evû ev kix‡ii MwZwewa ev bvovPvov, w`K wb‡`©kbv Ges gyLfw½i gva¨‡g 

e¨enviKvix Bkviv fvlvq fve cÖKvk K‡i _v‡K| Bkviv fvlvi mv‡_ cÖvqB wbR wbR 

AÂ‡ji evwPK fvlvi D‡jøL‡hvM¨ mv`„k¨ cvIqv hvq; †hgb evsjv Bkviv fvlvi mv‡_ 

evsjv fvlvi|

Avi mKj fvlvi g‡ZvB evsjv Bkviv fvlv evsjv‡`‡ki kªeY I evK cÖwZeÜx Rb‡Mvôxi 

fvlv| Zv‡`i wb‡R‡`i fve wewbgq, †hvMv‡hvM Ges ̄ ^Zš¿ mvs¯‹„wZK Ave‡n HwZnvwmKfv‡e 

GB fvlvi mwµq ̧ iæZ¡ i‡q‡Q| ejv evûj¨ evsjv Bkviv fvlvwU Acivci †gŠwLK ev Bkviv 

fvlv †_‡K ˆewP‡Î ¯^vZ‡š¿¨ Abb¨ GK fvlv| kªeY cÖwZeÜx e¨w³i Zvi cÖwZewÜZvi 

Kvi‡b GB fvlvwU cwiZ¨vM Kiv ev Ab¨ fvlv‡K cÖ_g fvlv wn‡m‡e MÖnY Kivi my‡hvM 

†bB| eis GB fvlvi ¯^Zù‚Z© Ave‡n kªeY cÖwZeÜx Rb‡Mvôx wb‡R‡`i cÖwZwôZ K‡i‡Qb 

GK wfbœ fvlx Rb‡Mvôx wn‡m‡e| evsjv‡`‡k 2q e„nËg fvlv n‡”Q evsjv Bkviv fvlv| 

gvbbxq cÖavbgš¿x †kL nvwmbv ZvB 2009 mv‡j eB‡gjv D‡×va‡b 1 †deªæqvwi e‡jb, 

Òevsjv Bkviv fvlv G‡`‡ki Ab¨Zg fvlvÓ| wek¦ ¯^v¯’¨ ms¯’v KZ©„K cÖKvwkZ cÖwZewÜZvi 

cÖwZ‡e`b 2011, hv wek¦e¨vwc MÖnY‡hvM¨, †mB cÖwZ‡e`b Abyhvqx evsjv‡`‡k cÖvq 30 jvL 

kªeY I evK cÖwZeÜx gvbyl evm K‡ib, hv‡`i cÖvq mK‡jB †Kvb bv †Kvb di‡g evsjv 

Bkviv fvlv e¨envi K‡ib| kªeY cÖwZeÜx e¨w³‡`i msMVb¸‡jvi gva¨‡g cÖwgZ evsjv 

Bkviv fvlv A_ev M„nwfwËK AcÖwgZ AvÂwjK Bkviv fvlv e¨envi K‡i _v‡Kb| Avevi 

80 `kK †_‡K kªeY cÖwZeÜx e¨w³‡`i wb‡R‡`i g‡a¨ weev‡ni gv‡a¨‡g cwievi MV‡bi 

cÖeYZv ïiæ nq| hvi d‡j kªeY cÖwZeÜx e¨w³iv wb‡Riv LyeB msMwVZ Ges wb‡R‡`i 

kw³kvjx KwgDwbwU K‡i Zy‡j mviv‡`‡k wb‡Ri †bUIqvK© AZ¨šÍ kw³kvjx K‡i M‡o 

†Zv‡j‡Qb, Ges GB Rb‡Mvôx wb‡R‡`i fvlv wn‡m‡e evsjv Bkviv fvlvi m‡e©v”P ¯^xK…wZ 

I cÖmv‡i m‡Pó| hvi d‡j ivóªxq ch©vq †_‡K ¯^xK…wZI wg‡j‡Q| 7 †deªæqvwi evsjv Bkviv 

fvlv w`em D`hvcb †mB avivevwnKZvi dmj| GKB mv‡_ miKv‡i wb‡`©kbv Av‡Q †h 

mKj †Uwjwfk‡b evsjv Bkviv fvlvq msev` Dc¯’vcb eva¨Zvg~jK| GLb †hLv‡b ÿz`ª 

b„‡Mvôxi fvlvi ¸iæZ¡ †`qv nq †mLv‡b ivóªxq Kv‡R ev Dbœq‡b GB Rb‡Mvôxi AskMÖnY 

wbwðZ Ki‡Z me©¯Í‡i evsjv Bkviv fvlvi cÖmv‡ii weKí †bB|

 	evsjv‡`‡ki kªeY I evK cÖwZeÜx Rb‡Mvôxi fvlv evsjv Bkviv fvlv|

 	evsjv Bkviv fvlvI Ab¨vb¨ Bkviv fvlvi gZ GKwU Abb¨ fvlv hvi wbR¯^ evK¨ web¨vm 

c×wZ I e¨KiYMZ wewa weavb i‡q‡Q| evsjv Bkviv fvlvi weKv‡k G‡`‡ki kªeY I 

evK cÖwZeÜx Rb‡Mvôxi Av‡Q `xN©w`‡bi mvs¯‹…wZK msMÖv‡gi BwZnvm| kªeY cÖwZeÜx 

e¨w³‡`i ˆ`bw›`b Rxeb hvc‡bi g‡a¨ w`‡q AcÖvwZôvwbKfv‡e M„nwfwËK Bkvivi 

PP©vq fvlvwUi Rb¥| cieZ©x‡Z kªeY cÖwZeÜx e¨w³‡`i cwievi MVb I Zv‡`i wbR¯^ 

ÕKwgDwbwUÕ M‡o IVvi gv‡a¨‡g fvlvwUi weKvk cieZ©x av‡c DbœxZ nq| hvi me©cÖ_g 

cÖvwZôvwbK D‡`¨vM †`Lv hvq 1963 mv‡j ZrKvjxb c~e© cvwK¯Ívb g~K ewai msN hv 

eZ©gv‡b evsjv‡`k RvZxq ewai ms¯’v bv‡g cwiwPZ Zvi nvZ a‡i| evsjv‡`k RvZxq 

ewai ms¯’vi c„ô‡cvlKZvq †Rjvq †Rjvq kªeY cÖwZeÜx Rb‡Mvôxi nvZ a‡iB weKwkZ 

Ges cÖwgZgvb wba©vwiZ n‡q‡Q evsjv Bkviv fvlvi| †`ke¨vwc ewai msN bv‡g kªeY 

cÖwZeÜx Rb‡Mvôxi GB msMVb¸‡jvi Ae`b me‡P‡q †ekx|

evsjv Bkviv fvlvi 

†gŠwjK aviYv

evsjv Bkviv  

fvlvi ¸iæZ¡

evsjv Bkviv fvlvi 

BwZnvm
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cÖwZeÜx e¨w³i AwaKvi I myiÿv AvBb 2013 Gi Zdwmj Gi aviv 4| fvlv I 

†hvMv‡hvM G Bkviv fvlv m¤ú‡K© ejv n‡q‡Q- 

fvlv I †hvMv‡hvM (Language & Communication):

(K) 	Pvwn`vi wfbœZv we‡ePbv Kwiqv, †ÿÎgZ, Bkviv fvlv, †eªBj, ̄ úk© †hvMv‡hvM, 

wPÎgva¨g †hvMv‡hvM, Kg©mnvqK I Kw¤úDUviwfwËK eûgvwÎK †hvMv‡hvM 

c×wZmn mKj e¨envi Dc‡hvMx †hvMv‡hv‡Mi Dcvq, aib I c×wZi  

¯^xK…wZ I e¨envi‡K DrmvwnZ Kiv;

(L) 	cÖwgZ evsjv Bkviv fvlv cÖYqb I Dbœq‡bi cÖvwZôvwbK Kvh©µg MÖnY Kiv;

(M) 	nvmcvZvj, Av`vjZ, _vbv I wkÿv cÖwZôvbmn me©Î evsjv Bkviv fvlvi 

e¨envi wbwðZ Kwievi j‡ÿ¨ Kvh©Ki c`‡ÿc MÖnY Kiv Ges cÖ‡qvR‡b ̄ úxP 

GÛ j¨v½y‡qR †_ivwc÷ Gi e¨e¯’v Kiv; Ges

(N) 	†ckv`vi Bkviv fvlvi †`vfvlx m„wó‡Z mnvqZv Kiv Ges kªveYcÖwZeÜx e¨w³ 

I  evKcÖwZeÜx e¨w³i Rb¨ myjf g~‡j¨ A_ev webvg~‡j¨ †`vfvlxi †mevcÖvwßi 

e¨e¯’v Kiv|

cÖwZeÜx e¨w³i AwaKvi I myiÿv AvBb 2013-Gi Zdwmj aviv 9| wkÿv I 

cÖwkÿY|ÑG ejv n‡q‡Q- 

(M) 	GKxf~Z wkÿv ev Í̄evq‡bi j‡ÿ¨ wkÿv cÖwZôvbmg~‡n cÖwZeÜx cÖwZeÜx wkÿv_©xi 

Pvwn`vi wfbœZv we‡ePbvq ÔcÖ‡qvRbxq ̄ v̂”Q‡›`¨i Rb¨ Dc‡hvMx cwi‡ek I b¨vh¨ 

my‡hvM myweavÕi (reasonable accommodation) e¨e ’̄v MÖnY Kiv;

(N) 	cÖwZewÜZvi aiY I wj½ Abyhvqx Pvwn`vi wfbœZv we‡ePbvq mgw¯^Z we‡kl 

wkÿv I e„wËg~jK cÖwkÿY Kvh©µg Pvjy Kiv Ges we`¨gvb KvwiMwi-e„wËg~jK 

wkÿv I cÖwkÿY Kvh©µ‡g cÖwZeÜx e¨w³i Rb¨ cÖ‡ekMg¨Zv wbwðZ Kiv;

(O) 	we‡kl wkÿv cÖwZôvbmg~n‡K g~javivi wkÿv cÖwZôv‡bi mv‡_ m¤ú„³Ki‡Yi 

j‡ÿ¨ c`‡ÿc MÖnY Kiv;

(P) 	wkÿv e¨e¯’vi mKj ̄ Í‡i Kg©iZ †ckvRxex I Kg©x‡`i Rb¨ wba©vwiZ c×wZ‡Z 

cÖwkÿY cÖ`v‡bi c`‡ÿc MÖnY Kiv;

cÖwZeÜx e¨w³i AwaKvi I myiÿv AvBb 2013-Gi Zdwmj aviv 10| 

Kg©ms¯’vb|ÑG ejv n‡q‡Q- 

(N) 	Kg©̄ ’‡j cÖwZeÜx e¨w³i Pvwn`vi wfbœZv we‡ePbvq cÖ‡qvRbxq ¯̂v”Q‡›`¨i Rb¨ 

Dc‡hvMx cwi‡ek I b¨vh¨ my‡hvM myweavi (reasonable accommodation) 
e¨e ’̄v Kiv;

wkÿv, cÖwkÿY, Kg©ms¯’vbmn cÖ‡hvR¨ mKj †ÿ‡Î kÖeY I evK cÖwZeÜx e¨w³‡`i 

Rb¨ evsjv Bkviv fvlvi e¨env‡ii wb‡`©kbv Av‡Q ÔcÖwZeÜx e¨w³i AwaKvi I 

myiÿv AvBb 2013Õ, Gi Õwewagvjv 2015Õ Ges Gi ÕKg©cwiKíbv 2019Õ Gi 

g‡a¨|

evsjv Bkviv fvlv wel‡q 

AvB‡bi wb‡`©kbv
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 	 kªeY cÖwZeÜx wkÿv_©x I cÖwkÿYv_©x‡`i Rb¨ GKxf~Z, KvwiMwi I e„wËg~jK wkÿv I 

cÖwkÿY Kvh©µg ev Í̄evq‡bi Rb¨ evsjv Bkviv fvlv wkÿvi †Kvb weKí †bB|

 	 kªeY cÖwZeÜx e¨w³‡`i mv‡_ †hvMv‡hvM|

 	 wewfbœ Dbœqbg~jK Kvh©µ‡g kªeY cÖwZeÜx e¨w³‡`i AskMÖnY e„w× Kiv‡bvi Rb¨|

 	 kªeY cÖwZeÜx e¨w³‡`i `ÿZve„w×i Rb¨|

 	 kªeY cÖwZeÜx e¨w³‡`i Kg©ms ’̄vb wbwðZ Kivi Rb¨|

 	 evsjv Bkviv fvlv †`vfvlx †mev mnRjf¨Ki‡bi Rb¨|

  	 cÖwZôv‡bi wkÿK evsjv Bkviv fvlvq hv‡Z cvV`vb Ki‡Z cv‡ib Ges wkÿv_©xi mv‡_ 

†hvMv‡hvM Ki‡Z cv‡ib|

 	 wkÿv I cÖwkÿ‡Y kªeY cÖwZeÜx wkÿv_©xi we‡kl Pvwn`v wbiƒc‡bi Rb¨

 	 g~jZ kªeY cÖwZeÜx e¨w³‡`i msMVbmg~n evsjv Bkviv fvlvi wi‡mvm© msMVb| 

evsjv‡`k RvZxq ewai ms ’̄vmn †Rjv msMVb¸‡jv‡Z evsjv Bkviv fvlvi PP©v n‡q 

_v‡K| hw`I †mLv‡b wbqwgZ cÖwkÿ‡Yi e¨e ’̄v †bB| 

 	 miKvwi 8 wU kªeY cÖwZeÜx wkÿv_©x‡`i we`¨vjq Av‡Q, †hLv‡b kªeY cÖwZeÜx wkÿv_©x‡`i 

cov‡kvbvi my‡hvM Av‡Q| wKšÍ †mLv‡b evsjv Bkviv fvlv wkÿvi †Kvb e¨e ’̄v †bB| 

 	 XvKv ewai D”P we`¨vjq I K‡jR †hLvb †_‡K D”Pgva¨wgK †kªYx ch©šÍ cov‡kvbvi 

my‡hvM i‡q‡Q| wKšÍ †mLv‡b evsjv Bkviv fvlv wkÿvi †Kvb e¨e ’̄v †bB|

 	 ¸jkvb K‡jRmn wewfbœ miKvwi †emiKvwi K‡jR wek¦ we`¨vj‡q kªeY cÖwZeÜx 

wkÿv_©xiv cov‡kvbv Ki‡Q †hLv‡b evsjv Bkviv fvlvi e¨envi †bB|

 	 kªeY cÖwZeÜx wkÿv_©x‡`i KvwiMwi wkÿv I cÖwkÿ‡Y AskMÖn‡Yi AvMÖn †ekx ZvB 

†mLv‡b evsjv Bkviv fvlvi cÖPjb `iKvi| 

evsjv Bkviv fvlv 

†Kb wkL‡e

evsjv Bkviv fvlvi 

†gŠwjK welq¸‡jvi PP©v

evsjv Bkviv fvlvq Bs‡iRx eY©gvjv I msL¨v

English Alphabets and Numbers in Bangla Sign Language
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e¨envi  

wb‡`©wkKv
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f‚wgKv:

Bkviv fvlv g~jZ: †hvMv‡hv‡Mi Ggb GKwU gva¨g †hLv‡b AvKvi, 

Bw½Z, nv‡Zi e¨envi, Iô cVb, †gŠwLK Awfe¨w³, m‡e©vcwi 

†gŠwLK fvlv BZ¨vw` e¨env‡ii my‡hvM i‡q‡Q| A_©vr Bkviv fvlv 

†Kvb weKí †hvMv‡hvM c×wZ bq| GwU mvwe©K †hvMv‡hvM c×wZ, 

†hvMv‡hv‡Mi G c×wZi mv_©K I myôz e¨envi wbwðZ Kivi j‡ÿ¨ 

Avgv‡`i Aek¨B Bkviv fvlvq e¨eüZ me Dcv`vb I wbqgixwZ 

h_vh_fv‡e Rvbv cÖh‡qvRb|

Bkviv fvlvq e¨eüZ Dcv`vb I wbqgixwZ mg~nt

1. 	 nv‡Zi AvK…wZ (Hand Shape)
2. 	 wb‡`©kbv (Direction)
3.	 Zvjyi Ae¯’vb (Position of Palm) 
4.	 nv‡Zi bovPov (Movement)
5. 	 nv‡Zi Ae¯’vb (Position)

1. 	nv‡Zi AvK…wZ (Hand Shape)
Bkviv fvlvi g~j PvwjKv kw³ n‡jv nvZ| GK nvZ ev `yÕnv‡Zi 

e¨env‡i gyj KvRwU n‡q _v‡K| wfbœ wfbœ Ae¯’v, kZ© ev 

Dc¯’vcbvi †ÿ‡Î

wfbœ wfbœ iK‡gi nv‡Zi AvK…wZi e¨envi n‡q _v‡K| 

mnvwqKvwU‡Z †gvU 33wU nv‡Zi AvK…wZ e¨eüZ n‡q‡Q| nv‡Zi 

MVb, AvOz‡ji Ae¯’vb BZ¨vw`i wfwË‡Z G¸‡jvi wfbœ wfbœ bvg 

†`qv n‡q‡Q| Bkviv fvlvq KL‡bv KL‡bv GK nvZ, KL‡bv 

KL‡bv Dfq nvZ e¨eüZ n‡Z cv‡i| G‡ÿ‡Î nv‡Zi AvK…wZ 

GK n‡Z cv‡i ev wfbœ n‡Z cv‡i| mnvwqKvwU‡Z hw`I Wvb Ges 

evg nvZ kã e¨envi Kiv n‡q‡Q Z‡e evg nvZ e¨enviKvixiv 

Zv‡`i myweavg‡Zv nvZ e¨envi Ki‡Z cvi‡e| Avevi wKQz †ÿ‡Î 

Wvb ev evg nvZ D‡jL Kiv nqwb, G‡ÿ‡Î e¨w³ Zvi myweavg‡Zv 

nvZ e¨envi Ki‡Z cvi‡e|

33 wU nv‡Zi Qwe:

e¨envi wb‡`©wkKv

4.  Kwbôv½ywj nvZ 5. gyw³ wPgwU nvZ 6. e„× wPgwU nvZ

mnvwqKvwU e¨envi Ki‡Z n‡j hv Rvbv cÖ‡qvRb|��������������������������������������������������������������������������������������������������������������

1. Kwbôv e„×v½ywj nvZ 2. ZR©bx nvZ 3. e„×v½ywj nvZ
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7. mgvšÍivj fuvR Kiv nvZ 8. mgvšÍivj P¨vÞv nvZ 9. gy³ ga¨gv wPgwU nvZ

10. e× ga¨gv wPgwU nvZ 11. ZR©bx e„×v½¸wj nvZ 12. †UvKv †`qv nvZ

13. P¨vÞv nvZ 14. gy³ nvZ 15. _vevK…wZ nvZ

16. fvR Kiv nvZ 17. evKv‡bv nvZ 18. †MvQvK…wZ nvZ

19. e× nvZ 20. gywó e× nvZ 21. Aa© k~b¨ nvZ
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22. c~Y© Aa© k~b¨ nvZ 23. k~b¨ nvZ 24. c~Y© k~b¨ nvZ

25. AvswkK P¨vÞv nvZ 26. ZR©bx ga¨gv nvZ 27. eowk nvZ

28. weRq 29. ZR©bx Kwbôv½ywj nvZ 30. ZR©bx ga¨gv e„×v½ywj nvZ

31. gy³ †MvQvK…wZ nvZ 32. e„×v½ywj P¨vÞv nvZ 33. ga¨gv Aa©k~b¨ nvZ
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2. wb‡`©kbv (Direction)

wb‡`©kbv

(Zvjy I wb‡`©kbv m¤^wjZ Qwe)

Zvjy

(gvby‡li †`‡ni Qwe)

wb‡`©kbv Bkviv fvlvi Av‡iKwU ¸iæZ¡c~Y© Dcv`vb| fyj 

wb‡`©kbvi Rb¨ cÖ`wk©Z Bkviv fvlv fzj n‡Z cv‡i| A_©vr GKB 

AvK…wZ nv‡Zi wb‡`©kbvi wfbœZvi Rb¨ Bkviv wfbœ n‡Z cv‡i| 

mnvwqKvwU‡Z wb‡`©kbv ej‡Z eySv‡bv n‡q‡Q nv‡Zi AvOz‡ji 

AMÖfv‡Mi Ae¯’vb‡K| wfbœ wfbœ AvK…wZi nv‡Zi AvOz‡ji 

Ae¯’vb wfbœ| †m‡ÿ‡Î †h AvOz‡j cÖvavb¨ w`‡q bvg Kiv n‡q‡Q 

Zvi AMÖfv‡Mi Ae¯’vbB n‡e G nv‡Zi wb‡`©kbv| †Kvb †Kvb 

nv‡Zi AvK…wZ‡Z GKvwaK AvOz‡ji e¨envi i‡q‡Q Ges G‡`i 

AMÖfv‡Mi Ae¯’vb wfbœ n‡Z cv‡i, †m‡ÿ‡Î †h AvOzj‡K wfwË 

K‡i nv‡Zi bvgKiY Kiv n‡q‡Q †m AvOz‡ji AMÖfv‡Mi Ae¯’vb 

n‡e G nv‡Zi wb‡`©kbv| mnvwqKvwU‡Z wb‡`©kbv‡K mbv³ Kiv 

n‡q‡Q gvby‡li †`‡ni Ae¯’vb‡K wfwË K‡i|

Dc‡i

Dc‡i

wcQ‡b

mvg‡b

wb‡P

wb‡P

evB‡i evB‡i

wfZ‡i wfZ‡i

Wvb nvZ evg nvZ
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Dc‡i: wb‡`©kbv Dc‡i 

ej‡Z eySvq, nv‡Zi 

AvOz‡ji AMÖfvM Dc‡ii 

w`‡K (Qwe-1)|

mvg‡b: wb‡`©kbv mvg‡b 

ej‡Z eySvq, nv‡Zi 

AvOz‡ji AMÖfvM †`‡ni 

Ae¯’v‡bi wfwË‡Z mvg‡bi 

w`‡K _vK‡e (Qwe-7)|

wcQ‡b: wb‡`©kbv wcQ‡b 

ej‡Z eySvq, nv‡Zi 

AvOz‡ji AMÖfvM †`‡ni 

Ae¯’v‡bi wfwË‡Z wcQb 

w`‡K _vK‡e (Qwe-8)|

we:`ª: GKB AvK…wZi Dfq nv‡Zi wb‡`©kbv mgvb D”PZvq 

wfZ‡ii w`‡K n‡j wb‡`©kbv gy‡LvgywL ejv n‡q‡Q|

wb‡P: wb‡`©kbv wb‡P ej‡Z 

eySvq, nv‡Zi AvOz‡ji 

AMÖfvM wb‡Pi w`‡K 

(Qwe-2)|

wfZ‡i: wb‡`©kbv wfZ‡i 

ej‡Z eySvq, evg nv‡Zi 

AvOzj Wvb w`‡K Ges Wvb 

nv‡Zi AvOzj evg w`‡K 

Ae¯’vb Ki‡e 

(Qwe-3 I 4)|

evB‡i: wb‡`©kbv evB‡i 

ej‡Z eySvq, Wvb nv‡Zi 

AvOz‡ji AMÖfvM fvb w`‡K 

Ges evg nv‡Zi AvOz‡ji 

AMÖfvM evg w`‡K Ae¯’vb 

Ki‡e (Qwe-5 I Qwe-6)|

Zvjyi Rb¨ †h kã¸‡jv 

e¨envi Kiv n‡q‡Q:

Dc‡i: Zvjyi Ae¯’vb Dc‡i 

ej‡Z eySvq, nv‡Zi †iLv 

AswKZ Ask Dc‡ii w`‡K 

(Qwe-1)|

wb‡P: Zvjyi Ae¯’vb wb‡P 

ej‡Z eySvq, nv‡Zi †iLv 

AswKZ Ask wb‡Pi w`‡K 

(Qwe-2)|

wb‡`©kbv Dc‡i

Qwe-1

wb‡`©kbv mvg‡b

Qwe-7

wb‡`©kbv wcQ‡b

Qwe-8

wb‡`©kbv wb‡P

Qwe-2

evg nv‡Zi wb‡`©kbv wfZ‡i 

Qwe-3

Wvb nv‡Zi wb‡`©kbv evB‡i

Qwe-5

Zvjyi Ae¯’vb Dc‡i

Qwe-1

Zvjyi Ae¯’vb wb‡P

Qwe-2

evg nv‡Zi wb‡`©kbv evB‡i

Qwe-6

Wvb nv‡Zi wb‡`©kbv wfZ‡i

Qwe-4

3. Zvjyi Ae¯’vb (Position of Palm)

Bkviv fvlvq Zvjy Av‡iKwU ¸iæZ¡c~Y© Dcv`vb| mnvwqKvwU‡Z 

Zvjy ej‡Z nv‡Zi †iLv AswKZ Ask‡K eySv‡bv n‡q‡Q| nv‡Zi 

AvK…wZi I

wb‡`©kbvi wfbœZvi Rb¨ †hgb wfbœ Bkviv n‡Z cv‡i, †Zgwb 

Zvjyi Ae¯’v‡bi wfbœZvI wfbœ Bkviv cÖKvk K‡i| Zvjyi Ae¯’vbI 

wb‡`©kbvi

g‡Zv gvbe †`‡ni Ae¯’vb‡K wfwË K‡i eySv‡bv n‡q‡Q|



Towards an Inclusive TVET System Disability Inclusion Learning Materials for the Instructors 43

wfZ‡i: Zvjyi Ae¯’vb 

wfZ‡i ej‡Z eySvq, Wvb 

nv‡Zi †iLv AswKZ Ask 

evg w`‡K Ges evg nv‡Zi 

†iLv AswKZ Ask Wvb 

w`‡K _vK‡e

(Qwe-3 I 4)|

gy‡LvgywL: Zvjyi Ae¯’vb 

gy‡LvgywL ej‡Z eySvq, Dfq 

nv‡Zi Zvjyi Ae¯’vb GKB 

D”PZvq G‡K

Ac‡ii w`‡K _vK‡e 

Qwe-9)|

evB‡i: Zvjyi Ae¯’vb evB‡i 

ej‡Z eySvq, evg nv‡Zi 

†iLv AswKZ Ask evg 

w`‡K Ges Wvb nv‡Zi †iLv 

AswKZ Ask Wvb w`‡K 

(Qwe- 5 I 6)|

mvg‡b: Zvjyi Ae¯’vb 

mvg‡b ej‡Z eySvq, nv‡Zi 

†iLv AswKZ Ask †`‡ni 

Ae¯’v‡bi wfwË‡Z

mvg‡bi w`‡K gyL K‡i Av‡Q 

(Qwe-7)|

wcQ‡b: Zvjyi Ae¯’vb 

wcQ‡b ej‡Z eySvq, nv‡Zi 

†iLv AswKZ Ask †`‡ni 

Ae¯’v‡bi wfwË‡Z

wcQ‡bi w`‡K gyL K‡i Av‡Q 

(QwK-8)|

Wvb nv‡Zi Zvjyi Ae ’̄vb wfZ‡i

Qwe-3

Zvjyi Ae¯’vb gy‡LvgywL

Qwe-9

evg nv‡Zi Zvjyi Ae ’̄vb evB‡i

Qwe-5

Zvjyi Ae¯’vb mvg‡b

Qwe-7

evg nv‡Zi Zvjyi Ae ’̄vb wfZ‡i

Qwe-4

Wvb nv‡Zi Zvjyi Ae ’̄vb evB‡i

Qwe-6

Zvjyi Ae¯’vb wcQ‡b

Qwe-8

4. nv‡Zi bovPov (Movement) Qwe-9

Bkviv fvlv Ggb GKwU fvlv hv Kvh©Z: wbf©i K‡i _v‡K nv‡Zi 

AvK…wZ, wb‡`©kbv, Zvjy, bovPov BZ¨vw`i Dci| nv‡Zi bovPov 

Bkviv fvlvq AZ¨šÍ ¸iæZ¡c~Y©| A‡bK Bkvivq nvZ w¯’i _v‡K 

Avevi A‡bK †ÿ‡Î GK ev GKvwaKevi wewfbœ w`‡K bovPov 

K‡i| bovPovi w`K eySv‡bvi Rb¨ mnvwqKvwUi Bkvivi eY©bvq 

Zvjy I wb‡`©kbvi Abyiƒc kã (wfZi, evwni, mvg‡b, wcQ‡b 

BZ¨vw`) Ges Qwe‡Z wewfbœ Zxi wPý e¨envi Kiv n‡q‡Q:

 : 	Qwe‡Z G wPû w`‡q nvZ Dc‡i DV‡e eySv‡bv n‡q‡Q| hw` 

`z'evi nq Z‡e  wPý w`‡q eySv‡bv n‡q‡Q| GKB wPn w`‡q 

nvZ wcQ‡bi w`‡K hv‡e eySv‡bv n‡q‡Q| Bkvivi eY©bvq hv 

D‡jL Kiv _vK‡e|

 :	 Qwe‡Z G wPý w`‡q nvZ wb‡P bvg‡e eySv‡bv n‡q‡Q| hw` 

`z'evi nq Z‡e  wPû w`‡q eySv‡bv n‡q‡Q| GKB wPý w`‡q 

nvZ mvg‡bi w`‡K hv‡e eySv‡bv n‡q‡Q| Bkvivi eY©bvq hv 

D‡jL Kiv _vK‡e|

 :	Qwe‡Z G wPn w`‡q nvZ Dc‡i wb‡P DV&bbvgv Ki †e eySv‡bv 

n‡q‡Q|

: Wvb nv‡Zi †ÿ‡Î Qwe‡Z GB wPn& w`‡q wfZ‡ii w`‡K Ges 

evg nv‡Zi †ÿ‡Î evB‡ii w`‡K hv‡e eySv‡bv n‡q‡Q|

: evg nv‡Zi †ÿ‡Î Qwe‡Z GB wPý w`‡q wfZ‡ii w`‡K Ges 

Wvb nv‡Zi †ÿ‡Î evB‡ii w`‡K hv‡e eySv‡bv n‡q‡Q|

: Qwe‡Z GB wPý w`‡q GKB mg‡q Wvb nvZ evg w`‡K Ges 

evg nvZ Wvb w`‡K hv‡e eySv‡bv n‡q‡Q|

: G wPý w`‡q nvZ mvg‡b&jwcQ †b hv‡e eySv‡bv n‡q‡Q|

: G wPû w`‡q nvZ, Pµ ev e„ËvKv‡i Nzi‡e eySv‡bv n‡q‡Q| hw` 

`z'evi nq Z‡e  wPý w`‡q eySv‡bv n‡q‡Q|
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Aa©e„ËvKv‡i Nyiv:

:	 G wPý w`‡q nvZ Aa©e„ËvKv‡i mvg‡b hv‡e eySv‡bv n‡q‡Q|

:	 G wPý w`‡q nvZ Aa©e„ËvKv‡i wcQ‡b hv‡e eySv‡bv n‡q‡Q|

:	Wvb nv‡Zi †ÿ‡Î GB wPý w`‡q nvZ Aa©e„ËvKv‡i wfZ‡ii 

w`‡K Ges evg nv‡Zi †ÿ‡Î evB‡ii w`‡K hv‡e eySv‡bv 

n‡q‡Q|

:	evg nv‡Zi †ÿ‡Î GB wPý w`‡q nvZ Aa©e„ËvKv‡i wfZ‡ii 

w`‡K Ges Wvb nv‡Zi †ÿ‡Î evB‡ii w`‡K hv‡e eySv‡bv 

n‡q‡Q|

G QvovI mnvwqKvwU‡Z A‡bK Qwe‡Z WU jvBb e¨envi Kiv 

n‡q‡Q| WU jvBb w`‡q Bkvivi ïiæi Ae¯’vb eySv‡bv n‡q‡Q 

Ges mwjW jvBb w`‡q Bkvivi †kl Ae¯’vb eySv‡bv n‡q‡Q| 

bovPovi eY©bvi †ÿ‡Î nv‡Zi AvK…wZi cwieZ©‡bi Rb¨ Zvjy 

I wb‡`©kbvi cwieZ©b n‡j nv‡Zi AvK…wZi eY©bvi cv‡k Zvjy 

I wb‡`©kbv D‡jL Kiv n‡q‡Q| Avevi A‡bK †ÿ‡Î nv‡Zi 

AvK…wZi cwieZ©b nq bv wKš‘ Zvjy I wb‡`©kbvi cwieZ©b nq, 

†m‡ÿ‡ÎI nv‡Zi AvK…wZi eY©bvi cv‡k Zvjy I wb‡`©kbv D‡jL 

Kiv n‡q‡Q| wKš‘ nv‡Zi AvK…wZi cwieZ©‡b Zvjy I wb‡`©kbvi 

cwieZ©b bv n‡j Zv ev‡K¨i †k‡l D‡jL Kiv n‡q‡Q|

5. nv‡Zi Ae¯’vb:

Bkviv fvlv mwVKfv‡e cÖKv‡ki Rb¨ nv‡Zi Ae¯’vb Av‡iKwU 

¸iæZ&c~Y© Dcv`vb| mnvwqKvwU‡Z Ae¯’vb ej‡Z eySv‡bv n‡q‡Q, 

nvZ †Kvb D”PZvq Ae¯’vb Ki‡e, †hgb- †Kvgi D”PZv, Kuva 

D”PZv, eyK D”PZv, Kcvj D”PZv| D”PZv D‡jL Kivi g~j 

D‡Ïk¨ n‡jv, GKB AvK…wZi nv‡Zi D”PZvi cv_©‡K¨i Rb¨ wfbœ 

Bkviv cÖKvk K‡i|

me©‡kl K_v:

D‡jwLZ welq¸‡jv GKwU Bkviv‡K mv_©Kfv‡e Dc¯’vc‡bi 

Rb¨ mnvqK Ges G D‡Ïk¨‡K mvg‡b †i‡L cÖwZwU Bkvivi Rb¨ 

wb‡`©kbv¸‡jv mwbœ‡ek Kiv n‡q‡Q| Z‡e wKQz †ÿ‡Î e¨wZµg 

i‡q‡Q, †hgb: †Kvb †Kvb Bkvivi eY©bvq D”PZv, wb‡`©kbv, 

Zvjyi Ae¯’vb I w`K D‡jL Kiv nqwb, †mme †ÿ‡Î e¨w³ Zvi 

myweavg‡Zv D”PZv, wb‡`©kbv, Zvjyi Ae¯’vb I w`K e¨envi K‡i 

Bkviv Ki‡Z cvi‡eb| wKQz wKQy†ÿ‡Î wbw`©ó fw½gvi K_v D‡jL 

Kiv n‡q‡Q, †h¸‡jv mwVK Bkviv Ki‡Z mnvqZv Ki‡e|

G mnvwqKvwU‡Z wewfbœ †`‡ki bv‡gi Bkvivi †ÿ‡Î ¯’vbxq Bkviv 

eY©bv Kiv n‡q‡Q, Z‡e cÖ‡qvR‡b e¨w³ Zvi myweavbyhvqx wewfbœ 

†`‡ki bvg Bkviv Kivi †ÿ‡Î cÖPwjZ AvšÍR©vwZK Bkviv ev 

A½yjx evbvb K‡i †`Lv‡Z cvi‡e|
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gy³ nvZ eyK D”PZvq e„ËvKv‡i Nzi‡e 

(Zvjy wb‡P, wb‡`©kbv wfZ‡i)|

ZR©bx nvZ bvK ¯úk© Ki‡e  

(Zvjy wfZ‡i, wb‡`©kbv Dc‡i)|

fvR Kiv nvZ Kx‡ai Ae¯’vb †_‡K wKQzUv mvg‡b hv‡e 

(Zvjy I wb‡`©kbv wfZ‡i)|

cwievi

gv

fvB/fvBqv

Dfq _vevK…wZ nvZ gy‡LvgywL †_‡K Wvb nvZ Kwâi gva¨‡g 

Av½yjmn Nzi‡e  (Zvjy I wb‡`©kbv gy‡LvgywL)|

e× wPgwU nvZ (Zvjy I wb‡`©kbv wcQ‡b)  

†Vv‡Ui Dc‡i gvSvgvwS

†UvKv †`qv nvZ `yevi wPeyK ¯úk©

Ki‡e (Zvjy wfZ‡i, wb‡`©kbv Dc‡i)|

AvZ¥xq

evev

†evb/Avcv
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†UvKv †`qv nvZ `yevi wPeyK ¯úk©

Ki‡e (Zvjy wfZ‡i, wb‡`©kbv Dc‡i)|

†UvKv †`qv nvZ `y’evi wPeyK ¯úk©

Ki‡e (Zvjy wfZ‡i, wb‡`©kbv Dc‡i)|

 †UvKv †`qv Wvb nvZ (Zvjy wb‡P, wb‡`©kbv wfZ‡i) gv_vi Wvb w`K 

¯úk© K‡i wKQyUv Ny‡i evB‡i hv‡e (Zvjy mvg‡b, wb‡`©kbv Dc‡i)

PvPv

bvbx/`v`x

`yjvfvB

c~Y© Aa©k~b¨ nvZ (Zvjy I wb‡`©kbv wcQ‡b) 

wPeyK ¯úk© K‡i wb‡Pi w`‡K †b‡g gywóe× nv‡Z 

†Zvjy wcQ‡b, wb‡`©kbv wfZ‡i) cwiYZ n‡e|

evKv‡bv Wvb nvZ gy‡Li Wvb w`‡K `yÕevi ¯úk© Ki‡e 

(Zvjy wfZ‡i, wb‡`©kbv Dc‡i)|

Dfq P¨vÞv nvZ eyK D”PZvq `yÕevi SuvKv‡e 

(Zvjy gy‡LvgywL, wb‡`©kbv Dci I wb‡P)|

bvbv/`v`v

dzcy

eÜz/evÜex
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evKv‡bv evg nv‡Zi Dci c~Y© Aa©k~b¨ Wvb nvZ ¯úk© K‡i wfZi 

evB‡i hv‡e (†evg nvZ- Zvjy wb‡P, wb‡`©kbv wfZ‡i: Wvb nvZ- 

Zvjy I wb‡`©kbv mvg‡b)|

ZR©bx e„×v½ywj nv‡Zi (Zvjy wcQ‡b, wb‡`©kbv Dc‡i) ZR©bx 

Av½yj w`‡q Kvb ¯úk© K‡i ey‡Ki mvg‡b gywóe× nv‡Z 

cwiYZ n‡e (Zvjy I wb‡`©kbv Dc‡i)|

P¨vÞv evg nv‡Zi Zvjy‡K P¨vÞv Wvb nvZ ¯úk© Kiv Ae¯’vq 

Dc‡i DV‡e (evg nvZ- Zvjy wcQ‡b, wb‡`©kbv wfZ‡i; Wvb 

nvZ- Zvjy wcQ‡b, wb‡`©kbv Dc‡i)|

Kw¤úDUvi

Z_¨/Lei

d¨v·

gywóe× nvZ my‡Li Pvicv‡k GKevi PµvKv‡i Nyi‡e  

(Zvjy wfZ‡i, wb‡`©kbv Dc‡i)|

Dfq P¨vÞv nvZ (Zvjy gy‡LvgywL, wb‡ ©̀kbv mvg‡b) wgwjZ  Ae ’̄v 

†_‡K G‡K Ac‡ii wecix‡Z hv‡e (Zvjy Dc‡i) Ges Wvb nvZwU 

c~Y© Aa©k~b¨ nv‡Z cwiYZ n‡q evg nv‡Zi evû ¯úk© Ki‡e|

P¨vÞv Wvb nvZ P¨vÞv evg nv‡Zi Zvjy‡K `yÕevi ¯úk© K‡i 

mvg‡b hv‡e (†evg nvZ- Zvjy Dc‡i, wb‡`©kbv mvg‡b; Wvb nvZ- 

Zvjy wb‡P, wb‡`©kbv mvg‡b)|

mgvR

weÁvcb

Qvcv
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ZR©bx Wvb nvZ gywóe× evg nv‡Zi KwRi Dc‡i e„ËvKv‡i Ny‡i 

KwR ¯úk© Ki‡e (Wvb nvZ- Zvjy wcQ‡b, wb‡`©kbv wb‡P; evg 

nvZ- Zvjy wb‡P, wb‡`©kbv wfZ‡i)|

†UvKv †`qv Wvb nvZ †UvKv †`qv evg nvZ‡K ¯úk© K‡i 

†KŠwYKfv‡e Dc‡i DV‡e (Wvb nvZ-Zvjy I wb‡`©kbv

mvg‡b; evg nvZ-Zvjy I wb‡`©kbv wfZ‡i)|

gy³ ga¨gv wPgwU nv‡Zi (Zvjy I wb‡`©kbv wfZ‡i) e„×v½ywj I 

ga¨gv Av½yj `yevi G‡K Aci‡K ¯úk© Ki‡e|

N›Uv

ivZ (mgq)

kwbevi

e× †MvQvK…wZ nvZ (Zvjy I wb‡`©kbv wfZ‡i) eyK D”PZvq A_© 

e„ËvKv‡i evB‡i †h‡Z †h‡Z gy³ nv‡Z cwiYZ n‡e (Zvjy 

mvg‡b, wb‡`©kbv Dc‡i)|

ZR©bx nvZ wPey‡Ki wb‡P (Zvjy wfZ‡i wb‡`©kbv 

Dc‡i) Mjv ¯úk© Kiv Ae¯’v KwRi gva¨‡g Nzi‡e 

(Zvjy wcQ‡b wb‡`©kbv Dc‡i)|

P¨vÞv evg nvZ‡K mgvšÍivj P¨vÞv Wvb nvZ ¯úk© 

Ki‡e (evg nvZ- Zvjy wfZ‡i, wb‡`©kbv mvg‡b; 

Wvb nvZ-Zvjy wb‡P, wb‡`©kbv mvg‡b)|

w`b (mgq)

ïµevi

iweevi
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Dfq evKv‡bv nvZ (Zvjy wcQ‡b, wb‡`©kbv gy‡LvgywL) hy³ve¯’v 

†_‡K G‡K Ac‡ii wecix‡Z †h‡q P¨vÞv nv‡Z cwiYZ n‡e 

(Zvjy gy‡LvgywL, wb‡`©kbv mvg‡b)|

ZR©bx ga¨gv nv‡Zi Av½yjØq ci¯úi wecix‡Z †Vvu‡Ui 

mvg‡b Dci wb‡P DVv-bvgv Ki‡e (Zvjy wb‡P, wb‡`©kbv

wfZ‡i)|

1. gy³ nvZ Mvj ¯úk© K‡i wb‡P bvg‡e (Zvjy wcQ‡b, 

wb‡`©kbv wfZ‡i)|  2. c~Y© k~b¨ nvZ eyK D”PZvq gy³ nv‡Z 

cwiYZ n‡e|

†mvgevi

eyaevi

ZvwiL

ZR©bx nvZ bvK ¯úk© Ki‡e (Zvjy wfZ‡i, wb‡`©kbv Dc‡i)|

fvR Kiv nvZ gy‡Li mvg‡b ỳcv‡k hv‡e (Zvjy I wb‡ ©̀kbv wcQ‡b)|

P¨vÞv nvZ Kx‡ai Dci w`‡q wcQ‡b hv‡e 

(Zvjy wcQ‡b I wb‡`©kbv Dc‡i)|

g½jevi

e„n¯úwZevi

Av‡M

1

2
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ZR©bx nvZ Mvj ¯úk© K‡i e„ËvKv‡i mvg‡bi w`‡K Nzi‡e 

(Zvjy wb‡P, wb‡`©kbv wfZ‡i)|

Dfq gywóe× nvZ eyK D”PZvq wKQzUv Kvc‡e (Zvjy 

gy‡LvgywL, wb‡`©kbv mvg‡b)|

ZR©bx nvZ (Zvjy wcQ‡b, wb‡`©kbv Dc‡i) Mvj ¯úk© K‡i Kuva eivei

wcQ‡b hv‡e (Zvjy wb‡P, wb‡`©kbv wcQ‡b)|

AvMvgxKvj

kxZ

`yjvfvB

mgvšÍivj P¨vÞv nvZ †Kvg‡ii mvgvb¨ Dci †_‡K 

wb‡P bvg‡e (Zvjy mvg‡b, wb‡`©kbv wb‡P)|

1. P¨vÞv nvZ Kxa eivei wcQ‡b hv‡e (Zvjy wcQ‡b, wb‡`©kbv 

Dc‡i)| 2. gywóe× Wvb nvZ gywóe× evg nvZ‡K †K›`Ö K‡i 

eËvKv‡i GKevi Ny‡i ¯úk© Ki‡e (Dfq nvZ- Zvjy wcQ‡b, 

wb‡`©kbv wfZ‡i)|

ZR©bx nvZ `yevi Mvj ¯úk© K‡i mvg‡b hv‡e

(Zvjy wfZ‡i, wb‡`©kbv Dc‡i)|

AvR

MZ eQi

eÜz/evÜex

1

2
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ZR©bx nvZ bvK ¯úk© K‡i e× nv‡Z cwiYZ n‡q wKQzUv wfZ‡i 

†h‡q cybivq ZR©bx nv‡Z cwiYZ n‡e (†Zvjy wcQ‡b, wb‡`©kbv 

Dc‡i)|

gvm

ZR©bx nvZ e¨vw³ w`‡K hv‡e (Zvjy wb‡P, wb‡`©kbv mvg‡b)|

Avcbviv/†Zvgiv

ZR©bx nvZ e¨w³i w`‡K wb‡`©k Ki‡e|

Avcwb/Zzwg

ZR©bx nvZ A_© e„ËvKv‡i wfZ‡i hv‡e (Zvjy wb‡P, wb‡`©kbv 

mvg‡b)|

Avevi

P¨vÞv nvZ (Zvjy wb‡P, wb‡`©kbv wfZ‡i) ey‡Ki KvQ †_‡K 

Aa©-e„ËvKv‡i mvg‡bi w`‡K Ny‡i eyK ¯úk© Ki‡e (Zvjy 

wcQ‡b, wb‡`©kbv wfZ‡i)|

Avgv‡`i

ZR©bx nvZ (Zvjy wb‡P, wb‡`©kbv mvg‡b) mvg‡bi mKj‡K wb‡`©k 

K‡i e„ËKv‡i Nyi‡e (Zvjy wb‡P, wb‡`©kbv wcQ‡b)|

Avgiv
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P¨vÞv nvZ eyK ¯úk© Ki‡e (Zvjy wcQ‡b, wb‡`©kbv wfZ‡i)|

Avgvi

ZR©bx nvZ eyK ¯úk© Ki‡e (Zvjy wb‡P, wb‡`©kbv wcQ‡b)|

1. P¨vÞv nvZ (Zvjy wfZ‡i, wb‡`©kbv Dc‡i) ey‡Ki mvg‡b 

e„ËvKv‡i Ny‡i gywóe× nv‡Z cwiYZ n‡e (Zvjy wfZ‡i, wb‡`©kbv 

Dc‡i)| 2. e× nvZ GKUz mvg‡b †h‡q gy³ nv‡Z cwiYZ n‡e 

(Dfq †ÿ‡Î- Zvjy wfZ‡i, wb‡`©kbv mvg‡b)|

Dfq gy³ nvZ Dc‡i DVvi mgq Kwâi gva¨‡g wKQzUv 

Nyi‡e (Zvjy Dc‡i, wb‡`©kbv mvg‡b)|

Avwg

n¯ÍvšÍi

Kx?

P¨vÞv nvZ (Zvjy wb‡P, wb‡`©kbv †KŠwYKfv‡e Dc‡i) wcQ‡b 

Ny‡i hv‡e (Zvjy wcQ‡b, wb‡`©kbv wfZ‡i)|

Av‡iv

ZR©bx nvZ (Zvjy wcQ‡b, wb‡`©kbv Dc‡i) Kuva eivei Kwâi 

gva¨‡g Nyi‡e (Zvjy mvg‡b, wb‡`©kbv Dc‡i)|

Ab¨
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Dfq ZR©bx nvZ AvovAvwo ¯úk© Kiv Ae¯’v †_‡K evB‡i hv‡e 

(Zvjy wfZ‡i, wb‡`©kbv Dc‡i)|

wKš‘

fuvR Kiv hvb nvZ P¨vÞv evg nv‡Zi Kwâ nv‡Z Zvjy‡Z ci ci 

wZbevi ¯úk© Ki‡e (evg nvZ-Zvjy wcQ‡b, wb‡`©kbv Dc‡i; Wvb 

nvZ- Zvjy I wb‡`©kbv wfZ‡i)|

Kx e¨vcvi

gy³ nvZ (Zvjy wfZ‡i, wb‡`©kbv mvg‡b) Kwâi 

gva¨‡g Nyi‡e (Zvjy Dc‡i, wb‡`©kbv mvg‡b)|

Kxfv‡e

ZR©bx nvZ (Zvjy wb‡P, wb‡`©kbv mvg‡b) Kwâi gva¨‡g Ny‡i 

gy³ nv‡Z cwiYZ n‡e (Zvjy Dc‡i, wb‡`©kbv mvg‡b)|

†K?

P¨vÞv nvZ eyK D”PZvq `yÕcv‡k hv‡e (Zvjy Dc‡i, wb‡`©kbv 

mvg‡b)|

†Kgb AvQ?

Dfq gy³ nvZ (Zvjy wfZ‡i, wb‡`©kbv mvg‡b) Kwâi gva¨‡g 

wKQzUv Ny‡i evB‡i hv‡e (Zvjy Dc‡i, wb‡`©kbv mvg‡b)|

†Kv_vq?
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ZR©bx nvZ e¯‘ ev e¨w³i w`‡K `yÕevi wb‡`©k Ki‡e (Zvjy wb‡P, 

wb‡`©kbv mvg‡b)|

†Kvb&Uv

ZR©bx nvZ Dc‡i hv‡e (Zvjy wfZ‡i, wb‡`©kbv Dc‡i)|

ZR©bx ga¨gv½ywj nvZ (Zvjy wb‡P, wb‡`©kbv mvg‡b) A_© 

e„ËvKv‡i Dwë‡q evB‡i hv‡e (Zvjy Dc‡i, wb‡`©kbv 

mvg‡b)|

1 ZR©bx nvZ gv_v ¯úk© Ki‡e (Zvjy wfZ‡i, wb‡`©kbv Dc‡i)| 

2. ZR©bx nvZ gv_v ¯úk© Kiv Ae¯’vq `yÕevi eowk nv‡Z cwiYZ 

n‡e (Zvjy mvg‡b, wb‡`©kbv Dc‡i)|

Dc‡i

Ges

wPšÍv

P¨vÞv nvZ eyK D”PZv †_‡K wb‡P bvg‡e (Zvjy 

wfZ‡i, wb‡`©kbv mvg‡b)|

eowk Wvb nvZ (Zvjy I wb‡`©kbv wb‡P) mgvšÍivj fuvR Kiv evg 

nv‡Zi (Zvjy I wb‡`©kbv wb‡P) Kwâ‡K ¯úk© K‡i gy³ nv‡Z 

cwiYZ n‡e (Zvjy Dc‡i, wb‡`©kbv mvg‡b)|

GLb

KLb

12
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gywóe× nvZ `yÕevi wKQzUv mvg‡b hv‡e (Zvjy wfZ‡i, wb‡`©kbv 

mvg‡b)|

†Póv

e× †MvQvK…wZ nvZ eyK ¯úk© Ki‡e (Zvjy I wb‡`©kbv wcQ‡b)|

`ytwLZ

Dfq gywóe× nvZ eyK D”PZvq SuvwK †L‡q 

mvgvb¨ wb‡P bvg‡e (Zvjy wcQ‡b, wb‡`©kbv 

gy‡LvgywL)|

ˆah©¨ aiv

e× †MvQvK…wZ nvZ e¨w³ ev e¯‘i Ae¯’v‡bi w`‡K wb‡`©k 

Ki‡e (Zvjy Dc‡i, wb‡`©kbv mvg‡b)|

bvI/`vI

_vevK…wZ nvZ eyK ¯úk© K‡i e× †MvQvK…wZ nv‡Z cwiYZ n‡Z 

n‡Z eyK ¯úk© Ki‡e (Dfq‡ÿ‡Î- Zvjy I wb‡`©kbv wfZ‡i)|

cQ›` Kiv

ZR©bx e„×½ywj Wvb nv‡Zi e„×½yjwU P¨vÞv evg nv‡Zi Zvjy 

¯úk© Kiv Ae¯’vq Kwâi gva¨‡g Nyi‡e (Wvb nvZ- Zvjy mvg‡b, 

wb‡`©kbv Dc‡i; evg nvZ-Zvjy wfZ‡i, wb‡`©kbv Dc‡i)|

†`ix
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ZR©bx nvZ †Vuv‡Ui mvg‡b e„ËvKv‡i Nyi‡e (Zvjy wcQ‡b, wb‡`©kbv 

wfZ‡i)|

K_v ejv 

gywóe× nvZ Kwâi gva¨‡g Ny‡i Dc‡i DV‡e (Zvjy wfZ‡i, 

wb‡`©kbv Dc‡i)|

wR‡Z hvIqv

ZR©bx nvZ (Zvjy wcQ‡b, wb‡`©kbv Dc‡i) †PvL ¯úk© K‡i e¨w³ 

ev e¯‘i w`‡K wb‡`©k Ki‡e|

ZvKvI 

e„×½ywj P¨vÞv nvZ (Zvjy wcQ‡b, wb‡`©kbv wfZ‡i) eyK D”PZvq 

Kwâi gva¨‡g Ny‡i mvg‡b hv‡e (Zvjy Dc‡i, wb‡`©kbv mvg‡b)|

c‡i

Dfq euvKv‡bv nvZ ci¯úi‡K `yÕevi ¯úk© Ki‡e (evg nvZ-  

Zvjy I wb‡`©kbv Dc‡i; Wvb nvZ- Zvjy I wb‡`©kbv wb‡P)|

Rgv Kiv

ZR©bx ga¨gv Wvb nvZ ZR©bx ga¨gv evg nv‡Zi Dci `yÕevi 

¯úk© Ki‡e (evg nvZ- Zvjy wcQ‡b, wb‡`©kbv wfZ‡i, Wvb nvZ- 

Zvjy wfZ‡i, wb‡`©kbv mvg‡b)|

wRÁvmv Kiv
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gy³ ga¨gv wPgUv nv‡Zi e„×½ywj ga¨gv½ywj‡K K‡qKevi ¯úk© 

K‡i Zzwo gvivi fw½‡Z wfZ‡i hv‡e (Zvjy I wb‡`©kbv Dc‡i)|

ZvovZvwo

P¨vÞv nvZ (Zvjy wb‡P) Kwâi gva¨‡g mvg‡b Nyi‡e (Zvjy Dc‡i, 

wb‡`©kbv wfZ‡i)|

Zvici

P¨vÞv nvZ Dci †_‡K wb‡P bvg‡Z bvg‡Z wKQzUv mvg‡b hv‡e 

(Zvjy mvg‡b, wb‡`©kbv Dc‡i)|

_vgv‡bv

e× wPgwU nvZ (Zvjy I wb‡`©kbv Dc‡i) Dc‡i D‡V ZR©bx 

e„×½ywj nv‡Z cwiYZ n‡e (Zvjy Dc‡i, wb‡`©kbv mvg‡b)|

mnR

Dfq gy³ nvZ eyK D”PZvq mvgb¨ mvg‡b wcQ‡b hv‡e (Zvjy 

mvg‡b, wb‡`©kbv Dc‡i)|

mveav‡b

gywóe× Wvb nvZ P¨vÞv evg nv‡Zi Zvjy ¯úk© Kiv Ae¯’vq Dfq 

nvZ GK‡Î wKQzUv mvg‡b hv‡e (evg nvZ- Zvjy Dc‡i, wb‡`©kbv 

wfZ‡i; Wvb nvZ- Zvjy wfZ‡i, wb‡`©kbv mvg‡b)|

mvnvh¨
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Dfq ZR©bx nvZ eyK D”PZvq wfZ‡i G‡m ci¯úi‡K ¯úk© 

Ki‡e ( Zvjy mvg‡b, wb‡`©kvbv Dc‡i)|

mv‡_

P¨vÞv nvZ Aa© e„ËvKv‡i mvg‡b †h‡q e× †MvQvK…wZ nv‡Z 

cwiYZ n‡e (Dfq‡ÿ‡Î Zvjy wcQ‡b, wb‡`©kbv wfZ‡i)|

ïiæ Kiv

ZR©bx nvZ Kvb ¯úk© Ki‡e (Zvjy wfZ‡i, wb‡`©kbv Dc‡i)|

ïbv

euvKv‡bv nvZ Kcvj ¯úk©© Ki‡e (Zvjy I wb‡`©kbv wfZ‡i)|

eyS‡Z cviv

Dfq e„×½ywj P¨vÞv nv‡Zi GKwUi mvgvb¨ Dc‡i AciwU †i‡L 

eyK D”PZvq G‡K Ac‡ii wecix‡Z evB‡i hv‡e (Zvjy wb‡P, 

wb‡`©kbv mvg‡b)|

†kl

P¨vÞv nvZ e¨w³i hvevi c_ wb‡`©k Ki‡e (Zvjy Dc‡i, 

wb‡`©kbv mvg‡b)|

hvI (Aby‡iva)
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Dfq _vevK…wZ nvZ eyK D”PZvq KvQvKvwQ Ae¯’v‡b †_‡K evB‡i 

hv‡e (Zvjy I wb‡`©kbv gy‡LvgywL)|

†ewk

P¨vÞv nvZ eyK D”PZvq `yÕevi e„ËvKv‡i Nyi‡e (Zvjy wcQ‡b, 

wb‡`©kbv wfZ‡i)|

me mgq

ZR©bx nvZ Kcv‡ji Wvb w`‡K ¯úk© Ki‡e (Zvjy wfZ‡i, 

wb‡`©kbv Dc‡i)|

Rvbv

e× †MvQvK…wZ nv‡Zi Av½yj¸‡jv ey‡Ki Lye KvQvKvwQ `yÕevi 

gy³ †MvQvK…wZ nv‡Z cwiYZ n‡e (Zvjy I wb‡`©kbv wcQ‡b)|

fq

1. ZR©bx nvZ gv_v ¯úk© Ki‡e (Zvjy wfZ‡i, wb‡`©kbv Dc‡i)| 

2. P¨vÞv nvZ (Zvjy mvg‡b, wb‡`k©bv Dc‡i) wKQzUv wb‡P bvg‡e 

(Zvjy wb‡P, wb‡`©kbv mvg‡b)|

g‡b ivLv

k~b¨ nvZ e¯‘ A_ev e¨w³‡K wb‡`©k Ki‡e (Zvjy wfZ‡i, 

wb‡`©kbv Dc‡i)|

fvj

1

2
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P¨vÞv Wvb nvZ euvKv‡bv evg nv‡Zi wbP w`‡q Zvjy ¯úk© Kiv 

Ae¯’vq mvg‡b hv‡e (Wvb nvZ- Zvjy wb‡P, wb‡`©kbv mvg‡b, evg 

nvZ- Zvjy wb‡P, wb‡`©kbv wfZ‡i) 

wfZ‡i

ZR©bx nvZ µm wPý (x) AvuK‡e (Zvjy wb‡P, wb‡`©kbv mvg‡b)|

Dfq ZR©bx nvZ PZzf‚©R AvuK‡e (Zvjy wb‡P, wb‡`©kbv mvg‡b)|

fzj

Dfq mgvšÍivj P¨vÞv nvZ ci¯úi wfZ‡ii w`‡K G‡m wgwjZ 

n‡e (Zvjy mvg‡b, wb‡`©kbv Dc‡i)

`iRv

Qwe

Dfq euvKv‡bv nvZ (Zvjy wcQ‡b, wb‡`©kbv gy‡LvgywL) ci¯úi 

AMÖfvM ¯úk© Kiv Ae¯’v †_‡K mvg‡b †h‡q P¨vÞv nv‡Z cwiYZ 

n‡e (Zvjy gy‡LvgywL, wb‡`©kbv mvg‡b)|

mgvšÍivj P¨vÞv nvZ (Zvjy wfZ‡i, wb‡`©kbv Dc‡i) gv_v ¯úk© 

K‡i e× †MvQvK…wZ n‡Z cwiYZ n‡q wKQzUv evB‡i hv‡e (Zvjy 

I wb‡`©kbv wfZ‡i)|

fz‡j hvIqv

Rvbvjv
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1. Dfq k~b¨ nvZ ci¯úi hy³ Ae ’̄v †_‡K evB‡i hv‡e (Zvjy I 

wb‡ ©̀kbv wb‡P)| 2. e× †MvQvK…wZ Wvb nvZ Kuva D”PZvq 

_vevK…wZ nv‡Z cwiYZ n‡e (Dfq‡ÿ‡Î- Zvjy I wb‡ ©̀kbv wb‡P)|

wUDe jvBU

1. Dfq ZR©bx nvZ eyK D”PZvq PZzf©~R AuvK‡e (Zvjy wb‡P, 

wb‡`©kbv mvg‡b)| 2. P¨vÞv Wvb nvZ gy‡Li mvg‡b `yÕcv‡k hv‡e 

(Zvjy wcQ‡b, wb‡`©kbv Dc‡i)

wUwf

1. e× nvZ Mvj ¯úk© Ki‡e (Zvjy I wb‡`©kbv wcQ‡b)| 2. e× 

nvZ mvg‡b †_‡K wcQ‡b hv‡e (Zvjy wfZ‡i, wb‡`©kbv mvg‡b)|

wd«R

Kwbôve„×½ywj nvZ Kvb I gy‡Li gv‡S Ae¯’vb Ki‡e (Zvjy 

wcQ‡b, wb‡`©kbv wfZ‡i)|

†Uwj‡dvb

†UvKv †`qv nvZ Kuva ¯úk© Kiv Ae¯’vq mvgvb¨ wb‡P bvg‡e (Zvjy 

wfZ‡i, wb‡`©kbv Dc‡i)|

e¨vM

Dfq gywó e× nvZ eyK D”PZv †_‡K wb‡P bvg‡e (Zvjy gy‡LvgywL, 

wb‡`©kbv mvg‡b)|

†Pqvi

1

2

1

2

1

2
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Dfq ZR©bx nvZ hy³ Ae¯’v †_‡K f‚wgi mgvšÍiv‡j PZzfu~R 

AvuK‡e (Zvjy wb‡P, wb‡`©kbv mvg‡b)|

†Uwej

1. Dfq e„×½ywj P¨vÞv nvZ mvg‡b wcQ‡b _vKv Ae¯’vq Dci 

†_‡K wKQzUv wb‡P bvg‡e ( Dfq nvZ-Zvjy wcQ‡b, wb‡`©kbv 

Dc‡i)| 2. Dfq e„×v½ywj P¨vÞv nvZ wKQzUv wb‡P bvg‡e (Zvjy 

gy‡LvgywL I wb‡`©kbv Dc‡i)|

ev·

Dfq P¨vÞv nvZ †KŠwYKfv‡e cÖvšÍfvM ¯úk© Ki‡e (Zvjy 

gy‡LvgywL, wb‡`©kbv Dc‡i)|

evmv

1

2
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Non-Visual Desktop 
Access (NVDA): 
`„wócÖwZeÜx wkÿv_©x‡`i 

cvV`v‡b wkÿK‡`i mnvqK 

mdUIq¨vi
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This article shows all keyboard shortcuts for Microsoft Word 2016. 

Notes: 

	 If a shortcut requires two or more keys at the same time, the keys are separated by a plus sign (+). If you 

have to press one key immediately after another, the keys are separated by a comma (,). 

 	 The shortcuts in this article refer to the U.S. keyboard layout. Keys for other layouts might not correspond 

exactly to the keys on a U.S. keyboard.

Keyboard shortcuts for Microsoft 
Word 2016 for Windows 

To do this Press 

Go to "Tell me what you want to do" Alt+Q  

Open Ctrl+O  

Save Ctrl+S  

Close Ctrl+W  

Cut Ctrl+X  

Copy Ctrl+C  

Paste Ctrl+V  

Select all Ctrl+A  

Bold Ctrl+B  

Italic Ctrl+I  

Underline Ctrl+U  

Decrease font size 1 point Ctrl+[  

To do this Press 

Increase font size 1 point Ctrl+]  

Center text Ctrl+E  

Left align text Ctrl+L  

Right align text Ctrl+R  

Cancel Esc  

Undo Ctrl+Z  

Re-do Ctrl+Y  

Zoom 

Alt+W, Q, 
then tab in 
Zoom dia-
log box to 
the value 
you want. 

Frequently used shortcuts 
This table shows the most frequently used shortcuts in Microsoft Word. 
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To do this Press 

To use Backstage view, open the File 
page. 

Alt+F  

To use themes, colors, and effects, 
such as page borders, open the 
Design tab. 

Alt+G  

To use common formatting com-
mands, paragraph styles, or to use 
the Find tool. open Home tab. 

Alt+H  

To manage Mail Merge tasks, or 
to work with envelopes and labels, 
open Mailings tab . 

Alt+M  

To insert tables, pictures and 
shapes, headers, or text boxes, open 
Insert tab. 

Alt+N  

To work with page margins, page 
orientation, indentation, and spacing, 
open Layout tab. 

Alt+P  

To do this Press 

To type a search term for Help con-
tent, open "Tell me" box on ribbon. 

Alt+Q, 
then enter 
the search 

term  
To use Spell Check, set proofing 
languages, or to track and review 
changes to your document, open 
the Review tab. 

Alt+R  

To add a table of contents, foot-
notes, or a table of citations, open 
the References tab. 

Alt+S  

To choose a document view or 
mode, such as Read Mode or Out-
line view, open the View tab. You 
can also set Zoom magnification 
and manage multiple windows of 
documents. 

Alt+W 

Navigate the ribbon with only the keyboard 
The ribbon is the strip at the top of Word, organized by tabs. Each tab displays a different ribbon. Ribbons are 

made up of groups, and each group includes one or more commands. Every command in Word can be accessed 

by using shortcut. 

Note: Add-ins and other programs may add new tabs to the ribbon and may provide access keys for those tabs. 

Access Keys for ribbon tabs 

There are two ways to navigate the tabs in the ribbon: 

 	 To go to the ribbon, press Alt, and then, to move between tabs, use the Right Arrow and Left Arrow keys. 

 	 To go directly to a specific tab on the ribbon, use one of the following access keys: 

Use access keys when you can see the KeyTips 
To use access keys: 

1. Press Alt. 

2. Press the letter shown in the square KeyTip that appears over the ribbon command that you want to use. 

Depending on which letter you press, you may be shown additional KeyTips, which are small images of a letter 

next to a command button on the tab that you picked. For example, if you press Alt+F, the Office Backstage 
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opens on the Info page which has a different set of KeyTips. If you then press Alt again,

KeyTips for navigating on this page appear. Change the keyboard focus by using the keyboard without using 

the mouse  The following table lists some ways to move the keyboard focus when using only the keyboard. 

To do this Press 

Select the active tab of the ribbon 
and activate the access keys. 

Alt or F10. 
Use access 
keys or 

arrow keys 
to move to 
a different 

tab.  
Move the focus to commands on 
the ribbon. 

Tab or 
Shift+Tab  

Move the focus to each command 
on the ribbon, forward or backward, 
respectively. 

Tab or 
Shift+Tab  

Move down, up, left, or right, re-
spectively, among the items on the 
ribbon. 

Down 
Arrow, Up 
Arrow, Left 
Arrow, 
or Right 
Arrow  

To do this Press 

Expand or collapse the ribbon. Ctrl+F1  

Display the shortcut menu for a 
selected item. 

Shift+F10  

Move the focus to a different pane 
of the window, such as the Format 
Picture pane, the Grammar pane, or 
the Selection pane . 

F6  

Activate a selected command or 
control on the ribbon. 

Spacebar 
or Enter  

Open a selected menu or gallery on 
the ribbon. Spacebar 

or Enter 

To do this Press 

Create a new document. Ctrl+N  

Open a document. Ctrl+O  

Close a document. Ctrl+W  

Split the document window. Alt+Ctrl+S  

To do this Press 

Remove the document window split. 
Alt+-

Shift+C or 
Alt+Ctrl+S  

Save a document. Ctrl+S 

Finish modifying a value in a control on the ribbon, and move focus back to the document. Enter Keyboard 

shortcut reference for Microsoft Word Create and edit documents 

Create, view, and save documents 
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To do this Press 

Insert a hyperlink. Ctrl+K  

Go back one page. 
Alt+Left 
Arrow  

To do this Press 

Go forward one page. 
Alt+Right 
Arrow  

Refresh. F9 

To do this Press 

Print a document. Ctrl+P  

Switch to print preview. Alt+Ctrl+I  

Move around the preview page when 
zoomed in. 

Arrow keys  

To do this Press 

Move by one preview page when 
zoomed out. 

Page Up 
or Page 
Down  

Move to the first preview page when 
zoomed out. 

Ctrl+Home  

Move to the last preview page when 
zoomed out. 

Ctrl+End 

To do this Press 

Insert a comment (in the Revision 
task pane). 

Alt+R, C  

Turn change tracking on or off. 
Ctrl+-
Shift+E  

Close the Reviewing Pane if it is 
open. 

Alt+-
Shift+C  

To do this Press 

Select Review tab on ribbon. 

Alt+R, 
then Down 
Arrow to 
move to 

commands 
on this tab.  

Select Spelling & Grammar Alt+R, S 

To do this Press 

Open the search box in the Naviga-
tion task pane. 

Ctrl+F  

To do this Press 

Replace text, specific formatting, and 
special items. 

Ctrl+H 

Work with web content and hyperlinks 

Print and preview documents 

Check spelling and review changes in a document 

Find, replace, and go to specific items in the document 
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To do this Press 

Go to a page, bookmark, footnote, 
table, comment, graphic, or other lo-
cation.

Ctrl+G 

To do this Press 

Switch between the last four places 
that you have edited.

Alt+Ctrl+Z

To do this Press 

One character to the left Left Arrow  

One character to the right 
Right 
Arrow  

One word to the left 
Ctrl+Left 
Arrow  

One word to the right 
Ctrl+Right 
Arrow  

One paragraph up 
Ctrl+Up 
Arrow  

One paragraph down 
Ctrl+Down 

Arrow  

One cell to the left (in a table) Shift+Tab  

One cell to the right (in a table) Tab  

Up one line Up Arrow  

Down one line 
Down 
Arrow  

To the end of a line End  

To do this Press 

To the beginning of a line Home  

To the top of the window 
Alt+C-
trl+Page 

Up  

To the end of the window 
Alt+C-
trl+Page 
Down  

Up one screen (scrolling) Page Up  

Down one screen (scrolling) 
Page 
Down  

To the top of the next page 
Ctrl+Page 
Down  

To the top of the previous page 
Ctrl+Page 

Up  

To the end of a document Ctrl+End  

To the beginning of a document Ctrl+Home  

To a previous revision Shift+F5  

After opening a document, to the lo-
cation you were working in when the 
document was last closed 

Shift+F5 

Move around in a document using the keyboard 
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To do this Press 

Mark a table of contents entry. 
Alt+-

Shift+O  

Mark a table of authorities entry (ci-
tation). 

Alt+Shift+I  

Mark an index entry. 
Alt+-
Shift+X  

Insert a footnote. Alt+Ctrl+F  

To do this Press 

Insert an endnote. Alt+Ctrl+D  

Go to next footnote (in Word 2016). 
Alt+-
Shift+>  

Go to previous footnote (in Word 
2016). 

Alt+-
Shift+<  

Go to "Tell me what you want to do" 
and Smart Lookup (in Word 2016). 

Alt+Q 

To do this Press 

Switch to Read Mode view Alt+W, F  

Switch to Print Layout view. Alt+Ctrl+P  

To do this Press 

Switch to Outline view. Alt+C-
trl+O  

Switch to Draft view. Alt+C-
trl+N 

Insert or mark Table of Contents, footnotes, and citations 

Work with documents in different views 

Work with headings in Outline view 

Word offers several different views of a document. Each view makes it easier to do certain tasks. For example, 

Read Mode enables you to present two pages of the document side by side, and to use an arrow navigation to 

move to the next page. 

Switch to another view of the document 

These shortcuts only apply if a document is in Outline view. 

To do this Press 

Promote a paragraph. 
Alt+-

Shift+Left 
Arrow  

Demote a paragraph. 
Alt+-

Shift+Right 
Arrow  

To do this Press 

Demote to body text. 
Ctrl+-
Shift+N  

Move selected paragraphs up. 
Alt+-

Shift+Up 
Arrow  
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To do this Press 

Move selected paragraphs down. 
Alt+-

Shift+Down 
Arrow  

Expand text under a heading. 
Alt+-

Shift+Plus 
Sign  

Collapse text under a heading. 
Alt+-

Shift+Mi-
nus Sign  

Expand or collapse all text or head-
ings. 

Alt+-
Shift+A  

To do this Press 

Hide or display character formatting. 

The slash 
(/) key 
on the 
numeric 
keypad  

Show the first line of text or all text. 
Alt+-
Shift+L  

Show all headings with the Heading 
1 style. 

Alt+-
Shift+1  

Show all headings up to Heading n. 
Alt+-
Shift+n  

Insert a tab character. Ctrl+Tab 

Navigate in Read Mode view 

To do this Press 

Go to beginning of document. Home  

Go to end of document. End  

To do this Press 

Go to page n. 

n (n is the 
page num-
ber you 

want to go 
to), Enter  

Exit Read mode. Esc 

To do this Press 

Turn extend mode on. F8  

Select the nearest character. 

F8, and 
then press 
Left Arrow 
or Right 
Arrow  

To do this Press 

Increase the size of a selection. 

F8 (press 
once to 
select a 

word, twice 
to select a 
sentence, 
and so on) 

Edit and move text and graphics 

Select text and graphics 

 	  Select text by holding down Shift and using the arrow keys to move the cursor 

Extend a selection
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Delete text and graphics 

To do this Press 

Delete one character to the left. Backspace  

Delete one word to the left. 
Ctrl+Back-

space  

Delete one character to the right. Delete  

Delete one word to the right. 
Ctrl+De-

lete  

To do this Press 

Cut selected text to the Office Clip-
board. 

Ctrl+X  

Undo the last action. Ctrl+Z  

Cut to the Spike. (Spike is a feature 
that allows you to collect groups 
of text from different locations and 
paste them in another location). 

Ctrl+F3 

To do this Press 

Reduce the size of a selection. Shift+F8  

Turn extend mode off. Esc  

Extend a selection one character to 
the right. 

Shift+Right 
Arrow  

Extend a selection one character to 
the left. 

Shift+Left 
Arrow  

Extend a selection to the end of a 
word. 

Ctrl+-
Shift+Right 

Arrow  

Extend a selection to the beginning 
of a word. 

Ctrl+-
Shift+Left 
Arrow  

Extend a selection to the end of a 
line. 

Shift+End  

Extend a selection to the beginning 
of a line. 

Shift+Home  

Extend a selection one line down. Shift+Down 
Arrow  

Extend a selection one line up. Shift+Up 
Arrow  

Extend a selection to the end of a 
paragraph. 

Ctrl+-
Shift+Down 

Arrow  

Extend a selection to the beginning 
of a paragraph. 

Ctrl+-
Shift+Up 
Arrow  

To do this Press 

Extend a selection one screen down. Shift+Page 
Down  

Extend a selection one screen up. Shift+Page 
Up  

Extend a selection to the beginning 
of a document. 

Ctrl+-
Shift+Home  

Extend a selection to the end of a 
document. 

Ctrl+-
Shift+End  

Extend a selection to the end of a 
window. 

Alt+Ctrl+-
Shift+Page 

Down  
Extend a selection to include the en-
tire document. 

Ctrl+A  

Select a vertical block of text. 

Ctrl+-
Shift+F8, 
and then 
use the ar-
row keys; 
press Esc 
to cancel 
selection 
mode  

Extend a selection to a specific loca-
tion in a document. 

F8+ar-
row keys; 
press Esc 
to cancel 
selection 
mode 
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Copy and move text and graphics 

To do this Press 

Open the Office Clipboard 

Press 
Alt+H to 
move to 
the Home 
tab, and 

then press 
F,O.  

Copy selected text or graphics to the 
Office Clipboard. 

Ctrl+C  

Cut selected text or graphics to the 
Office Clipboard. 

Ctrl+X 

Paste the most recent addition or 
pasted item from the Office Clip-
board. 

Ctrl+V  

Move text or graphics once. 

F2 (then 
move the 
cursor 

and press 
Enter)  

To do this Press 

Copy text or graphics once. 

Shift+F2 
(then 

move the 
cursor 

and press 
Enter)  

When text or an object is selected, 
open the Create New Building Block 
dialog box. 

Alt+F3  

When the building block — for exam-
ple, a SmartArt graphic — is select-
ed, display the shortcut menu that is 
associated with it. 

Shift+F10  

Cut to the Spike. Ctrl+F3  

Paste the Spike contents. Ctrl+-
Shift+F3  

Copy the header or footer used in the 
previous section of the document. 

Alt+-
Shift+R 

To do this Press 

Select the next cell's 
contents. 

Tab  

Select the preceding 
cell's contents. 

Shift+Tab  

Extend a selection to 
adjacent cells. 

Hold down Shift and 
press an arrow key 

repeatedly  

To do this Press 

Select a column. 

Use the arrow keys to 
move to the column's 
top or bottom cell, and 
then do one of the fol-

lowing:  

Press Shift+Alt+Page Down to select the column 
from top to bottom. 

Press Shift+Alt+Page Up to select the column 
from bottom to top.  

Edit and navigate tables 

Select text and graphics in a table 
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Move around in a table 

Insert paragraphs and tab characters in a table 

To do this Press 

To the next cell in a row Tab  

To the previous cell in a row Shift+Tab  

To the first cell in a row Alt+Home  

To the last cell in a row Alt+End  

To the first cell in a column 
Alt+Page 

Up  

To do this Press 

To the last cell in a column 
Alt+Page 
Down  

To the previous row Up Arrow  

To the next row 
Down 
Arrow  

Row up 
Alt+-

Shift+Up 
Arrow  

Row down 
Alt+-

Shift+Down 
Arrow 

To do this Press 

New paragraphs in a cell Enter    

To do this Press 

Tab characters in a cell Ctrl+Tab 

To do this Press 

Select an entire row 

Use arrow keys to move 
to end of the row, either 
the first cell (leftmost) in 
the row or to the last cell 
(rightmost) in the row.  

to select the row from 
left to right. 

From the first cell 
in the row, press 
Shift+Alt+End 

to select the row from 
left to right. 

From the first cell 
in the row, press 
Shift+Alt+End 

To do this Press 

Extend a selection (or 
block). 

Ctrl+Shift+F8, and then 
use the arrow keys; 
press Esc to cancel 
selection mode  

Select an entire table. 
Alt+5 on the numeric 

keypad (with Num Lock 
off) 
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Format characters and paragraphs 

Change or re-size the font  

Copy formatting 

To do this Press 

Open the Font dialog box to change 
the formatting of characters. 

Ctrl+D  

Change the case of letters. Shift+F3  

Format all letters as capitals. 
Ctrl+-
Shift+A  

Apply bold formatting. Ctrl+B  

Apply an underline. Ctrl+U  

Underline words but not spaces. 
Ctrl+-
Shift+W  

Double-underline text. 
Ctrl+-
Shift+D  

To do this Press 

Apply hidden text formatting. 
Ctrl+-
Shift+H  

Apply italic formatting. Ctrl+I  

Format letters as small capitals. 
Ctrl+-
Shift+K  

Apply subscript formatting (auto-
matic spacing). 

Ctrl+Equal 
Sign  

Apply superscript formatting (auto-
matic spacing). 

Ctrl+-
Shift+Plus 

Sign  

Remove manual character format-
ting. 

Ctrl+Space-
bar  

Change the selection to the Symbol 
font. 

Ctrl+-
Shift+Q 

To do this Press 

Open the Font dialog box to change 
the font. 

Ctrl+-
Shift+F  

Increase the font size. 
Ctrl+-
Shift+>  

Decrease the font size. 
Ctrl+-
Shift+<  

To do this Press 

Increase the font size by 1 point. Ctrl+]  

Decrease the font size by 1 point. Ctrl+[ 

To do this Press 

Copy formatting from text. 
Ctrl+-
Shift+C    

To do this Press 

Apply copied formatting to text. 
Ctrl+-
Shift+V 
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Change paragraph alignment 

Copy and review text formats 

Set line spacing 

Apply Styles to paragraphs 

To do this Press 

Switch a paragraph between cen-
tered and left-aligned. 

Ctrl+E  

Switch a paragraph between justi-
fied and left-aligned. 

Ctrl+J  

Switch a paragraph between right-
aligned and left-aligned. 

Ctrl+R  

Left align a paragraph. Ctrl+L  

To do this Press 

Indent a paragraph from the left. Ctrl+M 

Remove a paragraph indent from the 
left. 

Ctrl+-
Shift+M  

Create a hanging indent. Ctrl+T  

Reduce a hanging indent. 
Ctrl+-
Shift+T  

Remove paragraph formatting. Ctrl+Q 

To do this Press 

Display nonprinting 
characters. 

Ctrl+Shift+* (asterisk on 
numeric keypad does 

not work)  

Review text format-
ting. 

Shift+F1 (then click the 
text with the formatting 
you want to review)  

To do this Press 

Copy formats. Ctrl+Shift+C  

Paste formats. Ctrl+Shift+V 

To do this Press 

Single-space lines. Ctrl+1  

Double-space lines. Ctrl+2  

To do this Press 

Set 1.5-line spacing. Ctrl+5  

Add or remove one line space pre-
ceding a paragraph. 

Ctrl+0 
(zero) 

To do this Press 

Open Apply Styles task pane. 
Ctrl+-
Shift+S  

Open Styles task pane. 
Alt+Ctrl+-
Shift+S  

To do this Press 

Start AutoFormat. Alt+Ctrl+K  

Apply the Normal style. 
Ctrl+-
Shift+N  
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To do this Press 

Apply the Heading 1 style. Alt+Ctrl+1  

Apply the Heading 2 style. Alt+Ctrl+2  

To do this Press 

Apply the Heading 3 style. Alt+Ctrl+3 

To insert this Press 

A field Ctrl+F9  

A line break Shift+Enter  

A page break Ctrl+Enter  

A column break Ctrl+Shift+Enter  

An em dash 
Alt+Ctrl+Minus Sign 
(on the numeric key-

pad)  

An en dash Ctrl+Minus Sign (on 
the numeric keypad)  

An optional hyphen Ctrl+Hyphen  

A nonbreaking hyphen Ctrl+Shift+Hyphen 

A nonbreaking space Ctrl+Shift+Spacebar  

The copyright symbol Alt+Ctrl+C  

To insert this Press 

The registered trade-
mark symbol 

Alt+Ctrl+R  

The trademark symbol Alt+Ctrl+T  

An ellipsis Alt+Ctrl+Period  

A single opening quota-
tion mark 

Ctrl+`(single quotation 
mark), `(single quota-

tion mark)  

A single closing quota-
tion mark 

Ctrl+' (single quotation 
mark), ' (single quota-

tion mark)  

Double opening quota-
tion marks 

Ctrl+` (single quo-
tation mark), Shift+' 

(single quotation mark)  

Double closing quota-
tion marks 

Ctrl+' (single quotation 
mark), Shift+' (single 
quotation mark)  

An AutoText entry 

Enter (after you type 
the first few characters 
of the AutoText entry 
name and when the 
ScreenTip appears) 

To close the Styles task pane 

Insert special characters 

1. If the Styles task pane is not selected, press F6 to select it. 

2. Press Ctrl+Spacebar. 

3. Use the arrow keys to select Close, and then press Enter. 
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To insert this Press 

Insert the Unicode char-
acter for the specified 
Unicode (hexadecimal) 
character code. For ex-
ample, to insert the euro 
currency symbol ( )

type 20AC, and then 
hold down Alt and 

press X. 

Euro currency symbol
The character code, 

Alt+X  
Find out the Unicode 
character code for the 
selected character 

Alt+X  

To insert this Press 

Insert the ANSI char-
acter for the specified 
ANSI (decimal) charac-
ter code. For example, to 
insert the euro currency 
symbol, hold down Alt 
and press 0128 on the 
numeric keypad. 

Alt+the character 
code (on the numeric 

keypad)

Insert characters by using character codes 

Insert and edit objects 
Insert an object 

1. Press Alt, N, J, and then J to open the Object dialog box. 

2. Do one of the following. 

  	 Press Down Arrow to select an object type, and then press Enter to create an object. 

  	 Press Ctrl+Tab to switch to the Create from File tab, press Tab, and then type the file name of the 

object that you want to insert or browse to the file.

Edit an object 

1. With the cursor positioned to the left of the object in your document, select the object by pressing Shift+Right 

Arrow. 

2. Press Shift+F10. 

3. Press the Tab key to get to Object name, press Enter, and then press Enter again. 

Insert SmartArt graphics 

1. Press and release Alt, N, and then M to select SmartArt. 

2. Press the arrow keys to select the type of graphic that you want. 

3. Press Tab, and then press the arrow keys to select the graphic that you want to insert. 

4. Press Enter. 
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Insert WordArt 

1. Press and release Alt, N, and then W to select WordArt. 

2. Press the arrow keys to select the WordArt style that you want, and then press Enter. 

3. Type the text that you want. 

4. Press Esc to select the WordArt object, and then use the arrow keys to move the object. 

5. Press Esc again to return to return to the document. 

Mail merge and fields 

Note: You must press Alt+M, or click Mailings, to use these keyboard shortcuts. 

Perform a mail merge

Work with fields 

To do this Press 

Preview a mail merge. 
Alt+-
Shift+K  

Merge a document. 
Alt+-

Shift+N  

Print the merged document. 
Alt+-

Shift+M  

To do this Press 

Edit a mail-merge data document. 
Alt+-
Shift+E  

Insert a merge field. 
Alt+-
Shift+F 

To do this Press 

Insert a DATE field. 
Alt+-

Shift+D  

Insert a LISTNUM field. Alt+Ctrl+L  

Insert a Page field. 
Alt+-
Shift+P  

Insert a TIME field. 
Alt+-
Shift+T  

Insert an empty field. Ctrl+F9  

To do this Press 

Update linked information in a Micro-
soft Word source document. 

Ctrl+-
Shift+F7  

Update selected fields. F9  

Unlink a field. 
Ctrl+-

Shift+F9  

Switch between a selected field code 
and its result. 

Shift+F9  
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Language Bar 
Set proofing language 

Every document has a default language, typically the same default language as your computer’s operating 

system. But If your document also contains words or phrases in a different language, it’s a good idea to set the 

proofing language for those words. This not only makes it possible to check spelling and grammar for those 

phrases, it makes it possible for assistive technologies like screen readers to handle them. 

Turn on East Asian Input Method Editors 

To do this Press 

Alt+R, U, L  Alt+R, U, L  

Down Arrow  
Down 
Arrow  

To do this Press 

Alt+R, L Alt+R, L 

To do this Press 

Turn Japanese Input Method Editor 
(IME) on 101 keyboard on or off. 

Alt+~  

Turn Korean Input Method Editor 
(IME) on 101 keyboard on or off. 

Right Alt  

To do this Press 

Turn Chinese Input Method Editor 
(IME) on 101 keyboard on or off. 

Ctrl+Space-
bar 

To do this Press 

Switch between all field codes and 
their results. 

Alt+F9  

Run GOTOBUTTON or MACRO-
BUTTON from the field that displays 
the field results. 

Alt+-
Shift+F9  

Go to the next field. F11  

To do this Press 

Go to the previous field. . Shift+F11 

Lock a field. Ctrl+F11 

Unlock a field.
Ctrl+-

Shift+F11
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Function key reference 
Function keys 

Shift+Function keys 

Ctrl+Function keys 

To do this Press 

Get Help or visit Office.com. F1  

Move text or graphics. F2  

Repeat the last action. F4  

Choose the Go To command (Home 
tab). 

F5  

Go to the next pane or frame. F6  

Choose the Spelling command (Re-
view tab). 

F7  

To do this Press 

Extend a selection. F8  

Update the selected fields. F9  

Show KeyTips. F10  

Go to the next field. F11  

Choose the Save As command. F12 

To do this Press 

Start context-sensitive Help or reveal 
formatting. 

Shift+F1  

Copy text. Shift+F2  

Change the case of letters. Shift+F3 

Repeat a Find or Go To action. Shift+F4  

Move to the last change. Shift+F5  

Go to the previous pane or frame (af-
ter pressing F6). 

Shift+F6  

To do this Press 

Choose the Thesaurus command 
(Review tab, Proofing group). 

Shift+F7  

Reduce the size of a selection. Shift+F8  

Switch between a field code and its 
result. 

Shift+F9  

Display a shortcut menu. Shift+F10  

Go to the previous field. Shift+F11  

Choose the Save command. Shift+F12 

To do this Press 

Expand or collapse the ribbon. Ctrl+F1  

Choose the Print Preview command. Ctrl+F2  

To do this Press 

Cut to the Spike. Ctrl+F3  

Close the window. Ctrl+F4  
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Ctrl+Shift+Function keys 

Alt+Function keys 

To do this Press 

Insert the contents of the Spike. Ctrl+-
Shift+F3  

Edit a bookmark. Ctrl+-
Shift+F5  

Go to the previous window. Ctrl+-
Shift+F6  

Update linked information in a Word 
source document. 

Ctrl+-
Shift+F7  

To do this Press 

Extend a selection or block. 

Ctrl+-
Shift+F8, 
and then 
press an 
arrow key  

Unlink a field. Ctrl+-
Shift+F9  

Unlock a field. Ctrl+-
Shift+F11  

Choose the Print command. Ctrl+-
Shift+F12 

To do this Press 

Go to the next field. Alt+F1  

Create a new Building Block. Alt+F3  

Exit Word. Alt+F4  

Restore the program window size. Alt+F5  

Move from an open dialog box back 
to the document, for dialog boxes 
that support this behavior. 

Alt+F6  

To do this Press 

Find the next misspelling or gram-
matical error. 

Alt+F7  

Run a macro. Alt+F8 

Switch between all field codes and 
their results. 

Alt+F9  

Display the Selection task pane. Alt+F10  

Display Microsoft Visual Basic code. Alt+F11 

To do this Press 

Go to the next window. Ctrl+F6  

Insert an empty field. Ctrl+F9  

Maximize the document window. Ctrl+F10  

To do this Press 

Lock a field. Ctrl+F11  

Choose the Open command. Ctrl+F12 
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Alt+Shift+Function keys 

Ctrl+Alt+Function keys 

To do this Press 

Go to the previous field. 
Alt+-

Shift+F1  

Choose the Save command. 
Alt+-

Shift+F2  

Run GOTOBUTTON or MACRO-
BUTTON from the field that displays 
the field results. 

Alt+-
Shift+F9  

To do this Press 

Display a menu or message for an 
available action. 

Alt+-
Shift+F10  

Choose Table of Contents button 
in the Table of Contents container 
when the container is active. 

Alt+-
Shift+F12 

To do this Press 

Display Microsoft System Informa-
tion.  

Ctrl+Alt+F1  

To do this Press 

Choose the Open command. Ctrl+Alt+F2 
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This article describes keyboard shortcuts, function keys, and some other common shortcut keys for Microsoft 

Excel 2016 for Windows. This includes the shortcuts that you can use to access the ribbon. 

Tip  To keep this reference available when you work, you may want to print this topic. To print this topic, press 

CTRL+P.

Notes 

	 These shortcuts refer to the US keyboard layout. Keys for other layouts might not correspond exactly to 

the keys on a US keyboard.

	 If a shortcut requires pressing two or more keys at the same time, this topic separates the keys with a plus 

sign (+). If you have to press one key immediately after another, the keys are separated by a comma (,).

EXCEL KEYBOARD SHORTCUTS AND 
FUNCTION KEYS

To do this Press 

Close a spreadsheet Ctrl+W

Open a spreadsheet Ctrl+O

Go to the Home tab Alt+H

Save a spreadsheet Ctrl+S

Copy Ctrl+C

Paste Ctrl+V

Undo Ctrl+Z

Remove cell contents Delete key

Choose a fill color Alt+H, H

Cut Ctrl+X

Go to Insert tab Alt+N

To do this Press 

Bold Ctrl+B

Center align cell contents
Alt+H, A, 

then C

Go to Page Layout tab Alt+P

Go to Data tab Alt+A

Go to View tab Alt+W

Format a cell from context menu
Shift+F10, 

or

Context key Ctrl+Z 

Add borders Alt+H, B

Delete column
Alt+H,D, 

then C

Go to Formula tab Alt+M

Frequently used shortcuts 
This table lists the most frequently used shortcuts in Excel 2016.
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To do this Press 

Open the Tell me box on the Ribbon 
and type a search term for assis-
tance or Help content. 

Alt+Q, and 
then enter 
the search 

term.

Open the File page and use Back-
stage view. 

Alt+F 

Open the Home tab and format text and 
numbers and use the Find tool. 

Alt+H

Open the Insert tab and insert PivotTa-
bles, charts, add-ins, Sparklines, pictures, 
shapes, headers, or text boxes. 

Alt+N

Open the Draw tab to select a drawing 
tool, color and line thickness.

Alt+JI

Open the Page Layout tab and work 
with themes, page setup, scale, and 
alignment. 

Alt+P

Open the Formulas tab and insert, 
trace, and customize functions and 
calculations. 

Alt+M

Open the Data tab and connect to, sort, 
filter, analyze, and work with data. 

Alt+A 

Open the Review tab and check 
spelling, add comments, and protect 
sheets and workbooks. 

Alt+R

To do this Press 

Open the View tab and preview 
page breaks and layouts, show and 
hide gridlines and headings, set 
zoom magnification, manage win-
dows and panes, and view macros. 

Alt+W

Go to Insert tab Alt+N

Bold Ctrl+B

Center align cell contents
Alt+H, A, 

then C

Go to Page Layout tab Alt+P

Go to Data tab Alt+A

Go to View tab Alt+W

Format a cell from context menu
Shift+F10, 

or

Context key Ctrl+Z 

Add borders Alt+H, B

Delete column
Alt+H,D, 

then C

Go to Formula tab Alt+M

Go to the access keys for the Ribbon 
To go directly to a tab on the Ribbon, press one of the following access keys:

Keyboard shortcuts to navigate the Ribbon 
If you’re new to the Ribbon, the information in this section can help you understand the Ribbon’s keyboard 

shortcut model. The Ribbon comes with new shortcuts, called Access Keys. To see visible key tips for the access 

keys, just press the Alt key. 

To display a tab on the Ribbon, press the Alt key plus the letter for the tab—for example, press Alt+ N for the 

Insert tab or Alt+M for the Formulas tab. When you display a tab this way, the Key Tip badges for that tab’s 

buttons also appear. Then, press the key for the button you want.

	 To go to the Ribbon, press Alt, and then, to move between tabs, use the Right Arrow and Left Arrow keys. 

	 To hide the Ribbon so you have more room to work, press Ctrl+F1. Repeat to display the Ribbon again. 
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To do this Press 

Select the active tab of the Ribbon, 
and activate the access keys. 

Alt or F10. 
To move to 
a different 
tab, use ac-
cess keys or 

the arrow 
keys. 

Move the focus to commands on the 
Ribbon. 

Tab or 
Shift+Tab 

Move down, up, left, or right, re-
spectively, among the items on the 
Ribbon. 

The Down 
Arrow, Up 

Arrow, Left 
Arrow, or 

Right Arrow 
key 

To do this Press 

Activate a selected button. 
Spacebar 
or Enter 

Open the list for a selected com-
mand.

The Down 
Arrow key 

Open the menu for a selected but-
ton. 

Alt+Down 
Arrow 

When a menu or submenu is open, 
move to the next command. 

Down Ar-
row key 

Expand or collapse the Ribbon. Ctrl+F1 

Open a context menu. 
Shift+F10 

or

To do this Press 

Move to the previous cell in a work-
sheet or the previous option in a 
dialog box. 

Shift+Tab

Move one cell up in a worksheet. 
Up Arrow 

key

Move one cell down in a worksheet. 
Down Ar-

row key

Move one cell left in a worksheet. 
Left Arrow 

key 

Move one cell right in a worksheet. 
Right Ar-
row key 

Move to the edge of the current 
data region in a worksheet. 

Ctrl+Ar-
row key 

Enter End mode, move to the next 
nonblank cell in the same column or 
row as the active cell, and turn off End 
mode. If the cells are blank, move to 
the last cell in the row or column. 

End, Arrow 
key

To do this Press 

Move to the last cell on a work-
sheet, to the lowest used row of the 
rightmost used column. 

Ctrl+ End 

Extend the selection of cells to the 
last used cell on the worksheet 
(lower-right corner). 

Ctrl+-
Shift+End 

Move to the cell in the upper-left 
corner of the window when Scroll 
Lock is turned on. 

Home+ 
Scroll Lock

Move to the beginning of a row in 
a worksheet. Home Move to the 
beginning of a worksheet. 

Ctrl+Home

Move one screen down in a work-
sheet. 

Page Down

Move to the next sheet in a work-
book. 

Ctrl+Page 
Down 

Move one screen to the right in a 
worksheet. 

Alt+Page 
Down 

Work in the Ribbon tabs and menus with the keyboard 

Reference: Keyboard shortcuts in Excel 2016

Navigate in cells: keyboard shortcuts
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To do this Press 

Format a cell by using the Format 
Cells dialog box.

Ctrl+1 

Format fonts in the Format Cells 
dialog box. 

Ctrl+-
Shift+F 

or Ctrl+-
Shift+P 

Edit the active cell and put the inser-
tion point at the end of its contents. 
Or, if editing is turned off for the 
cell, move the insertion point into 
the formula bar. If editing a formu-
la, toggle Point mode off or on so 
you can use arrow keys to create a 
reference. 

F2

Add or edit a cell comment. Shift+F2

Insert blank cells with the Insert 
dialog box. 

Ctrl+-
Shift+Plus 

(+)

Display the Delete dialog box to 
delete selected cells. 

Ctrl+Mi-
nus (-)

Enter the current time. 
Ctrl+-

Shift+co-
lon (:) 

Enter the current date. 
Ctrl+semi- 

colon (;)

Switch between displaying cell val-
ues or formulas in the worksheet. 

Ctrl+grave 
accent (‘) 

Copy a formula from the cell above 
the active cell into the cell or the 
Formula Bar. 

Ctrl+apos-
trophe (')

Move the selected cells. Ctrl+X

Copy the selected cells. Ctrl+C

To do this Press 

Paste content at the insertion point, 
replacing any selection. 

Ctrl+V 

Paste content by using the Paste 
Special dialog box. 

Ctrl+Alt+V

Italicize text or remove italic format-
ting. 

Ctrl+I or 
Ctrl+3

Bold text or remove bold formatting. 
Ctrl+B or 

Ctrl+2

Underline text or remove underline. 
Ctrl+U or 

Ctrl+4

Apply or remove strikethrough 
formatting. 

Ctrl+5

Switch between hiding objects, 
displaying objects, and displaying 
placeholders for objects. 

Ctrl+6

Apply an outline border to the se-
lected cells. 

Ctrl+Shift+ 
ampersand 

(&)

Remove the outline border from the 
selected cells. 

Ctrl+Shift+ 
underline 

(-)

Display or hide the outline symbols. Ctrl+8

Hide the selected rows. Ctrl+9

Hide the selected columns. Ctrl+0

Use the Fill Down command to copy 
the contents and format of the top-
most cell of a selected range into the 
cells below. 

Ctrl+D

Use the Fill Right command to copy 
the contents and format of the left-
most cell of a selected range into the 
cells to the right. 

Ctrl+R

Format in cells: keyboard shortcuts

To do this Press 

Move one screen up in a worksheet. Page Up

Move one screen to the left in a 
worksheet. 

Alt+Page 
Up 

To do this Press 

Move to the previous sheet in a 
workbook. 

Ctrl+Page 
Up 

Move one cell to the right in a work-
sheet. Or, in a protected worksheet, 
move between unlocked cells. 

Tab 
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To do this Press 

Apply the General number format. 
Ctrl+-

Shift+tilde 
(~)

Apply the Currency format with two 
decimal places (negative numbers in 
parentheses).

Ctrl+-
Shift+dol-
lar sign ($)

Apply the Percentage format with 
no decimal places. 

Ctrl+-
Shift+per-

cent (%)

Apply the Scientific number format 
with two decimal places.

Ctrl+-
Shift+car-

et (^)

Apply the Date format with the day, 
month, and year. 

Ctrl+Shift+
number 
sign (#)

To do this Press 

Apply the Time format with the hour 
and minute, and AM or PM. 

Ctrl+-
Shift+at 
sign (@)

Apply the Number format with two 
decimal places, thousands separa-
tor, and minus sign (-) for negative 
values. 

Ctrl+-
Shift+ex-
clamation 

point (!) 

Create or edit a hyperlink. Ctrl+K 

Check spelling in the active work-
sheet or selected range. 

F7

Display the Quick Analysis options 
for selected cells that contain data. 

Ctrl+Q 

Display the Create Table dialog box. 
Ctrl+L or 

Ctrl+T 

To do this Press 

Select the entire worksheet. 
Ctrl+A or 
Ctrl+Shift 
+Spacebar 

Select the current and next sheet in 
a workbook. 

Ctrl+Shift+ 
Page Down

Select the current and previous 
sheet in a workbook. 

Ctrl+Shift 
+Page Up

Extend the selection of cells by one 
cell. 

Shift+ar-
row key

Extend the selection of cells to 
the last nonblank cell in the same 
column or row as the active cell, or 
if the next cell is blank, to the next 
nonblank cell. 

Ctrl+-
Shift+ar-
row key 

Turn extend mode on and use the 
arrow keys to extend a selection. 
Press again to turn off.

Turn extend 
mode on 

and use the 
arrow keys 
to extend a 
selection. 

Press again 
to turn off. 

F8

To do this Press 

Add a non-adjacent cell or range 
to a selection of cells by using the 
arrow keys. 

Shift+F8 

Start a new line in the same cell. Alt+Enter 

Fill the selected cell range with the 
current entry. 

Ctrl+Enter 

Complete a cell entry and select the 
cell above. 

Shift+Enter

Select an entire column in a work-
sheet. 

Ctrl+ Space-
bar

Select an entire row in a worksheet. 
Shift+ 

Spacebar 

Select all objects on a worksheet 
when an object is selected. 

Ctrl+Shift 
+Spacebar

Extend the selection of cells to the 
beginning of the worksheet. 

Ctrl+Shift 
+Home 

Select the current region if the work-
sheet contains data. Press a second 
time to select the current region and 
its summary rows. Press a third time to 
select the entire worksheet. 

Ctrl+A or  
Ctrl+Shift 
+Spacebar 

Make selections and perform actions: keyboard shortcuts
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To do this Press 

Select an entire PivotTable report. 
Ctrl+-

Shift+aster-
isk (*)

Edit the active cell and put the inser-
tion point at the end of its contents. 
Or, if editing is turned off for the cell, 
move the insertion point into the for-
mula bar. If editing a formula, toggle 
Point mode off or on so you can use 
arrow keys to create a reference. 

F2 

Expand or collapse the formula bar. 
Ctrl+-

Shift+U

Cancel an entry in the cell or For-
mula Bar. 

Esc

Complete an entry in the formula 
bar and select the cell below. 

Enter

Move the cursor to the end of the 
text when in the formula bar. 

Ctrl+End 

Select all text in the formula bar 
from the cursor position to the end. 

Ctrl+-
Shift+End

Calculate all worksheets in all open 
workbooks. 

F9 

Calculate the active worksheet. Shift+F9 

Calculate all worksheets in all open 
workbooks, regardless of whether 
they have changed since the last 
calculation. 

Ctrl+Alt+F9

Check dependent formulas, and 
then calculate all cells in all open 
workbooks, including cells not 
marked as needing to be calculated. 

Ctrl+Alt+-
Shift+F9 

To do this Press 

Display the menu or message for an 
Error Checking button. 

Alt+-
Shift+F10 

Display the Function Arguments 
dialog box when the insertion point 
is to the right of a function name in 
a formula. 

Ctrl+A 

Insert argument names and paren-
theses when the insertion point is 
to the right of a function name in a 
formula. 

Ctrl+Shift+A 

Invoke Flash Fill to automatically 
recognize patterns in adjacent col-
umns and fill the current column

Ctrl+E 

Cycle through all combinations 
of absolute and relative refer-
ences in a formula if a cell refer-
ence or range is selected. 

F4 

Insert a function. Shift+F3 

Copy the value from the cell 
above the active cell into the cell 
or the formula bar. 

Ctrl+Shift 

+straight 

quotation  

mark (")

Create an embedded chart of 
the data in the current range. 

Alt+F1

Create a chart of the data in 
the current range in a separate 
Chart sheet. 

F11 

Define a name to use in refer-
ences. 

Alt+M, M, D

Work with data, functions, and the formula bar: keyboard shortcuts

To do this Press 

Select the current region around 
the active cell or select an entire 
PivotTable report. 

Ctrl+Shift 
+asterisk (*) 

Select the first command on the 
menu when a menu or submenu is 
visible. 

Home 

To do this Press 

Repeat the last command or action, 
if possible. 

Ctrl+Y 

Undo the last action. Ctrl+Z
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To do this Press 

Paste a name from the Paste 
Name dialog box (if names have 
been defined in the workbook. 

F3 

Move to the first field in the next 
record of a data form. 

Enter 

To do this Press 

Create, run, edit, or delete a 
macro. 

Alt+F8 

Open the Microsoft Visual Basic 
For Applications Editor. 

Alt+F11

To do this Press 

Displays the Excel Help task pane. Ctrl+F1 displays or hides the ribbon. Alt+F1 creates an em-

bedded chart of the data in the current range. Alt+Shift+F1 inserts a new worksheet.
F1

Edit the active cell and put the insertion point at the end of its contents. Or, if editing is turned 

off for the cell, move the insertion point into the formula bar. If editing a formula, toggle Point 

mode off or on so you can use arrow keys to create a reference. Shift+F2 adds or edits a cell 

comment. Ctrl+F2 displays the print preview area on the Print tab in the Backstage view.

F2

Displays the Paste Name dialog box. Available only if names have been defined in the work-

book (Formulas tab, Defined Names group, Define Name). Shift+F3 displays the Insert Func-

tion dialog box.

F3

Repeats the last command or action, if possible. When a cell reference or range is selected in a for-

mula, F4 cycles through all the various combinations of absolute and relative references. Ctrl+F4 

closes the selected workbook window. Alt+F4 closes Excel.

F4

Displays the Go To dialog box. Ctrl+F5 restores the window size of the selected workbook 

window.
F5

Switches between the worksheet, ribbon, task pane, and Zoom controls. In a worksheet that 

has been split (View menu, Manage This Window, Freeze Panes, Split Window command), F6 

includes the split panes when switching between panes and the ribbon area.Shift+F6 switches 

between the worksheet, Zoom controls, task pane, and ribbon. Ctrl+F6 switches to the next 

workbook window when more than one workbook window is open.

F6

Displays the Spelling dialog box to check spelling in the active worksheet or selected range. 

Ctrl+F7 performs the Move command on the workbook window when it is not maximized. Use 

the arrow keys to move the window, and when finished press Enter, or Esc to cancel.

F7

Function keys
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To do this Press 

Turns extend mode on or off. In extend mode, Extended Selection appears in the status line, 

and the arrow keys extend the selection. Shift+F8 enables you to add a nonadjacent cell or 

range to a selection of cells by using the arrow keys. Ctrl+F8 performs the Size command (on 

the Control menu for the workbook window) when a workbook is not maximized. Alt+F8 dis-

plays the Macro dialog box to create, run, edit, or delete a macro.

F8

Calculates all worksheets in all open workbooks. Shift+F9 calculates the active worksheet.

Ctrl+Alt+F9 calculates all worksheets in all open workbooks, regardless of whether they have 

changed since the last calculation. Ctrl+Alt+Shift+F9 rechecks dependent formulas, and then 

calculates all cells in all open workbooks, including cells not marked as needing to be calculat-

ed. Ctrl+F9 minimizes a workbook window to an icon.

F9

Turns key tips on or off. (Pressing Alt does the same thing.) Shift+F10 displays the shortcut 

menu for a selected item. Alt+Shift+F10 displays the menu or message for an Error Checking 

button. Ctrl+F10 maximizes or restores the selected workbook window.

F10

Creates a chart of the data in the current range in a separate Chart sheet. Shift+F11 inserts 

a new worksheet. Alt+F11 opens the Microsoft Visual Basic For Applications Editor, in which 

you can create a macro by using Visual Basic for Applications (VBA).

F11

Displays the Save As dialog box. F12

To do this Press 

Displays the Key Tips (new shortcuts) on the ribbon. For example,  Alt, W, P switches the 

worksheet to Page Layout view. Alt, W, L switches the worksheet to Normal view. Alt, W, I 

switches the worksheet to Page Break Preview view.
Alt

Completes a cell entry from the cell or the Formula Bar, and selects the cell below (by de-

fault). In a data form, it moves to the first field in the next record. Opens a selected menu 

(press F10 to activate the menu bar) or performs the action for a selected command. In a 

dialog box, it performs the action for the default command button in the dialog box (the but-

ton with the bold outline, often the OK button). Alt+Enter starts a new line in the same cell. 

Ctrl+Enter fills the selected cell range with the current entry. Shift+Enter completes a cell 

entry and selects the cell above.

Enter

Deletes one character to the left in the Formula Bar. Also clears the content of the active cell. 

In cell editing mode, it deletes the character to the left of the insertion point. Backspace

Other useful shortcut keys
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To do this Press 

Move one cell up, down, left, or right in a worksheet.  Ctrl+Arrow Key moves to the edge of 

the current data region in a worksheet. Shift+Arrow Key extends the selection of cells by one 

cell. Ctrl+Shift+Arrow Key extends the selection of cells to the last nonblank cell in the same 

column or row as the active cell, or if the next cell is blank, extends the selection to the next 

nonblank cell. Left Arrow or Right Arrow selects the tab to the left or right when the ribbon 

is selected. When a submenu is open or selected, these arrow keys switch between the main 

menu and the submenu. When a ribbon tab is selected, these keys navigate the tab buttons. 

Down Arrow or Up Arrow selects the next or previous command when a menu or submenu is 

open. When a ribbon tab is selected, these keys navigate up or down the tab group. In a dialog 

box, arrow keys move between options in an open drop-down list, or between options in a 

group of options. Down Arrow or Alt+Down Arrow opens a selected drop-down list.

Arrow Keys

Removes the cell contents (data and formulas) from selected cells without affecting cell for-

mats or comments.  In cell editing mode, it deletes the character to the right of the insertion 

point. 

Delete

End turns End mode on or off. In End mode, you can press an arrow key to move to the next 

nonblank cell in the same column or row as the active cell. End mode turns off automatically 

after pressing the arrow key. Make sure to press End again before pressing the next arrow 

key. End mode is shown in the status bar when it is on. If the cells are blank, pressing End 

followed by an arrow key moves to the last cell in the row or column.  End also selects the last 

command on the menu when a menu or submenu is visible. Ctrl+End moves to the last cell 

on a worksheet, to the lowest used row of the rightmost used column. If the cursor is in the 

formula bar, Ctrl+End moves the cursor to the end of the text. Ctrl+Shift+End extends the 

selection of cells to the last used cell on the worksheet (lower-right corner). If the cursor is in 

the formula bar, Ctrl+Shift+End selects all text in the formula bar from the cursor position to 

the end—this does not affect the height of the formula bar. 

End

Cancels an entry in the cell or Formula Bar.  Closes an open menu or submenu, dialog box, 

or message window. It also closes full screen mode when this mode has been applied, and 

returns to normal screen mode to display the ribbon and status bar again.

Esc

Moves to the beginning of a row in a worksheet. Moves to the cell in the upper-left corner 

of the window when Scroll Lock is turned on. Selects the first command on the menu when 

a menu or submenu is visible. Ctrl+Home moves to the beginning of a worksheet. Ctrl+-

Shift+Home extends the selection of cells to the beginning of the worksheet.

Home

Moves one screen down in a worksheet. Alt+Page Down moves one screen to the right in a 

worksheet. Ctrl+Page Down moves to the next sheet in a workbook. Ctrl+Shift+Page Down 

selects the current and next sheet in a workbook.

Page 
Down
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To do this Press 

Moves one screen up in a worksheet. Alt+Page Up moves one screen to the left in a work-

sheet. Ctrl+Page Up moves to the previous sheet in a workbook. Ctrl+Shift+Page Up selects 

the current and previous sheet in a workbook.

Page Up

In a dialog box, performs the action for the selected button, or selects or clears a check box. 

Ctrl+Spacebar selects an entire column in a worksheet. Shift+Spacebar selects an entire row 

in a worksheet. Ctrl+Shift+Spacebar selects the entire worksheet. If the worksheet contains 

data, Ctrl+Shift+Spacebar selects the current region. Pressing Ctrl+Shift+Spacebar a second 

time selects the current region and its summary rows. Pressing Ctrl+Shift+Spacebar a third 

time selects the entire worksheet. When an object is selected, Ctrl+Shift+Spacebar selects 

all objects on a worksheet. Alt+Spacebar displays the Control menu for the Excel window.

Spacebar

Moves one cell to the right in a worksheet. Moves between unlocked cells in a protected 

worksheet. Moves to the next option or option group in a dialog box. Shift+Tab moves to the 

previous cell in a worksheet or the previous option in a dialog box. Ctrl+Tab switches to the 

next tab in dialog box. Ctrl+Shift+Tab switches to the previous tab in a dialog box.

Tab
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Here’s the most comprehensive list of PowerPoint 2016 keyboard shortcuts that we know about. How many 

of these do you presently use? If you discover a shortcut key not listed here, please get in touch with us through 

our feedback form.

Also explore our Keyboard Sequences in PowerPoint 2016 for Windows page.

For links to keyboard shortcuts in other versions of PowerPoint, scroll down this page a little.

PowerPoint Keyboard Shortcuts: 2016 for Windows

Ctrl Shortcuts

POWERPOINT KEYBOARD 
SHORTCUTS

To do this Press 

Select all slide objects (Normal view) 

Select all slides (Slides tab and Slide 

Sorter view) Select all text (in Out-

line view) Change the pointer to an 

arrow (Slide Show view)

Ctrl + A

Bold selected text Ctrl + B

Copy Ctrl + C

Copy object attributes Ctrl + Shift 
+ C

Duplicate slide objects (Normal 
view) Duplicate slides (Slide Sorter 
view, and in Slides pane within Nor-
mal view) Duplicate selected Lay-
out or selected Slide Master (Slide 
Master view)

Ctrl + D

Duplicate active slide Ctrl + Shift 
+ D

Center Align selected text (Normal 
view) Change Pointer to Eraser 
(Slide Show view)

Ctrl + E

Opens Find dialog box Ctrl + F

To do this Press 

Opens Font dialog box, when text is 
selected

Ctrl + Shift 
+ F  

Ctrl + Shift 
+ P

Group selected slide objects Ctrl + G

Ungroup selected group Ctrl + Shift 
+ G

Opens Replace dialog box Hide 
Pointer and Navigation buttons 
(Slide Show view)

Ctrl + H

Show/Hide Notes pane Ctrl + Shift 
+ H

Italicize selected text Ctrl + I

Justify selected text Ctrl + J

Regroup previously grouped objects Ctrl + Shift 
+ J

Opens Insert hyperlink dialog box Ctrl + K

Left align selected text Ctrl + L
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To do this Press 

Insert New Slide (Normal and Slide 
Sorter views) Insert New Master 
(Slide Master view)

Ctrl + M

Create New Presentation Ctrl + N

Duplicates active presentation Ctrl + Shift 
+ N

Open presentation Ctrl + O

Opens the Print pane in Backstage 
view for the active presentation 
Changes Pointer to Pen (Slide Show 
view — Ctrl + P only)

Ctrl + P 
Ctrl + F2 
Ctrl + Shift 

+ F12

Exit PowerPoint Ctrl + Q

Right align selected text Ctrl + R

Save (for presentations saved at 
least once) Save As (for presenta-
tions never saved) Opens All Slides 
dialog box (Slide Show view)

Ctrl + S

Opens Font dialog box (select the 
text container first) Display the com-
puter task bar (Slide Show view)

Ctrl + T

Underline selected text Hide the 
pointer and navigation button (Slide 
Show view)

Ctrl + U

Paste Ctrl + V

Paste object attributes Ctrl + Shift 
+ V

Opens Paste Special dialog box Ctrl + Alt 
+ V

Close active presentation Ctrl + W

Cut Ctrl + X

Repeat or redo Cut

To do this Press 

Undo Ctrl + Y

Access formatting options for a 
selected chart element

F4

Hide and unhide Ribbon (Ribbon 
tabs are visible)

Ctrl + Z

Hide and unhide Ribbon, Title Bar, 
Quick Access Toolbar, and Status 
Bar

Ctrl + 1

Close active presentation Ctrl + F1

Opens Present Online dialog box Ctrl + Shift 
+ F1

Switch between open PowerPoint 
presentations – recently opened 
ones after previously opened ones

Ctrl + F4

Switch between open PowerPoint 
presentations – previously opened 
ones after recently opened ones

Ctrl + F5

Turn off/on Snap to Grid Ctrl + F6

Open presentation Ctrl + Shift 
+ F6

Reorder selected slide object one 
layer below

Ctrl + Shift 
+ F9

Reorder selected slide object one 
layer above

Ctrl + F12

Switch between open PowerPoint 
presentations

Ctrl + Shift 
+ [ New 
for 2016

Switch between Normal view and 
Outline view

Ctrl + Shift 
+ ] New 
for 2016

Reset all text formatting to default 
(select all text in Outline view, and 
use this shortcut key)

Ctrl + Tab

Delete the word just before the 
insertion point

Ctrl + Shift 
+ Tab
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To do this Press 

Delete the word just after the inser-
tion point

Ctrl + 
Space

Cursor goes to the beginning of the 
first word in a text container while 
editing. If nothing on your slide is 
selected, goes to the first slide

Ctrl + 
Backspace

Selects first slide (Slide Sorter view) Ctrl + 
Delete

Select from cursor location to the 
beginning of all text (click within 
text container to establish the cursor 
location first)

Ctrl + 
Home

Cursor goes to the end of the last 
word in a text container while edit-
ing. If nothing on your slide is select-
ed, goes to the last slide Selects last 
slide (Slide Sorter view)

Ctrl + Shift 
+ Home

Select from cursor location to the 
end of all text (click within text 
container to establish the cursor 
location first)

Ctrl + End

Switch to the next text placeholder 
in the presentation Add new slide if 
no more text placeholders exist

Ctrl + Shift 
+ End

Cursor goes to the beginning of the 
previous word Nudge selected slide 
object leftwards, in smaller incre-
ments if the Snap to Grid option is 
enabled

Ctrl + 
Enter

Select or cancel selection for one 
word to the left (for text) Size se-
lected object(s) thinner in smaller 
increments than Shift + Left Arrow

Ctrl + Left 
Arrow

Cursor goes to the beginning of 
the next word Nudge selected slide 
object rightwards, in smaller incre-
ments if the Snap to Grid option is 
enabled

Ctrl + Shift 
+ Left 
Arrow

To do this Press 

Select or cancel selection for one 
word to the right (for text) Size 
selected object(s) thicker in smaller 
increments than Shift + Right Arrow

Ctrl + 
Right 
Arrow

Cursor goes to the beginning of the 
previous paragraph Nudge selected 
slide object upwards, in smaller in-
crements if the Snap to Grid option 
is enabled Scroll Notes upwards in 
Presenter view

Ctrl + Shift 
+ Right 
Arrow

Select or cancel selection for one 
paragraph above (for text) Size 
selected object(s) taller in smaller 
increments than Shift + Up Arrow

Ctrl + Up 
Arrow

Cursor goes to the beginning of 
the next paragraph Nudge selected 
slide object downwards, in smaller 
increments if the Snap to Grid op-
tion is enabled Scroll Notes down-
wards in Presenter view

Ctrl + 
Shift + Up 
Arrow

Ctrl + Shift + Down Arrow
Ctrl + 
Down 
Arrow

Select or cancel selection for one 
paragraph below (for text) Size 
selected object(s) shorter in small-
er increments than Shift + Down 
Arrow

Ctrl + Shift 
+ Down 
Arrow

Move/nudge chart in a direction

Ctrl + 
click; then 
arrow 

Keys: Left, 
Right, Up, 
or Down

Scroll Notes one screenful upwards 
in Presenter view

Ctrl + 
Page Up

Scroll Notes one screenful down-
wards in Presenter view

Ctrl + 
Page 
Down
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To do this Press 

Increase font size Ctrl + Shift 
+ >

Decrease font size Ctrl + Shift 
+ <

Adds new section Ctrl + <

Zoom out of a slide, or See all slides 
(Slide Show view) Show all slides 
(Slide Show view) Show all slides 
with active slide unaffected (Pre-
senter view)

Ctrl + - 
(minus),

Just – (mi-
nus)

To do this Press 

Zoom in a Slide (Slide Show view)
Ctrl + + 
(plus), Just 
+ (plus)

Subscript selected text Ctrl + =

Superscript selected text Ctrl + Shift 
+ =

Superscript selected text (press 
multiple times to change the height 
of the superscript)

Ctrl + Shift 
+ Alt + >

Subscript selected text (press mul-
tiple times to change the height of 
the subscript)

Ctrl + Shift 
+ Alt + <

To do this Press 

Opens PowerPoint Help Window (all 

views except Slide Show view)

Opens a list of Slide Show shortcut 

keys (Slide Show view)

F1

Activate text editing in a text object 
such as a placeholder, box, or shape. 
Press F2 again to deactivate text ed-
iting and select the entire text object

Rename Section (when a Section is 
selected in the Slides pane or in Slide 
Sorter view)

Rename Slide Object (when a slide 
object is selected in the Selection 
Task Pane)

F2

To do this Press 

View Slide Show from first slide F5

View Slide Show from the current 
slide onwards

Shift + F5

Moves among various panes, the 
QAT, and the Ribbon (Normal view)

Cycles between the Minimize button, 
the Pause button, and the Change 
text size button in the Notes pane 
(Presenter view)

F6

Spellcheck F7

Thesaurus (opens when some text is 
selected on slide)

Shift + F7

Opens Save as dialog box F12

Function Key Shortcuts
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To do this Press 

Activate Access Keys on the Ribbon Alt

Access Animations tab of the Ribbon 
(Normal view)

Read the next line in the Notes pane 
(Presenter view)

Alt + A

Opens Backstage view
Alt + F

Alt + Shift 
+ F

Access Design tab of the Ribbon Alt + G

Access Home tab of the Ribbon Alt + H

Access Contextual tabs of the Rib-
bon – results depend on what type 
of slide object is selected

Alt + J

Access Transitions tab of the Ribbon Alt + K

Access Developer tab of the Ribbon 
(if enabled)

Alt + L

Access Slide Master tab of the Rib-
bon (Slide Master view)

Alt + M

Access Insert tab of the Ribbon Alt + N

Toggle between Play and Pause But-
tons for media (Works in Normal and 
Slide Show views)

Alt + P

Access the Tell Me help option (Nor-
mal view)

Stops media playback (Works in 
Normal and Slide Show views)

Read the next step, such as the next 
slide, the next animation, or the end 
of slide show (Presenter view)

Alt + Q

To do this Press 

Access Review tab of the Ribbon Alt + R

Access Slide Show tab of the Ribbon Alt + S

Mute (works in Normal and Slide 
Show views)

Alt + U

Access View tab of the Ribbon (Nor-
mal view)

Read the elapsed time. The timer 
starts running as soon as you launch 
this view (Presenter view)

Alt + W

Read the previous line in the Notes 
pane (Presenter view)

Alt + Z

Switches to the next open applica-
tion

Alt + Esc

Opens Save As dialog box Alt + F2

Close PowerPoint Alt + F4

Opens Presenter view Alt + F5

Show Macro dialog box Alt + F8

Show/Hide Guides Alt + F9

Show/Hide Rulers Alt + Shift 
+ F9

Show or Hide Selection Task Pane Alt + F10

Access Microsoft Visual Basic for 
Applications environment

Alt + F11

Show all text or Headings (Outline 
view)

Alt + Shift 
+ A

Alt Shortcuts
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To do this Press 

Pick up Animation attributes (acti-
vates the Animation Painter). You can 
then click on any slide object to paste 
the copied Animation attributes.

Alt + Shift 
+ C

Show Header and Footer dialog box Alt + Shift 
+ D

Switch to next application(s) (essen-
tially a Windows shortcut key, not a 
PowerPoint shortcut)

Alt + Tab

Switch to previous application(s) (es-
sentially a Windows shortcut key, not 
a PowerPoint shortcut)

Alt + Shift 
+ Tab

Promote (for selected text on the 
slide or in the Outline view)

Alt + Shift 
+ Left 
Arrow

Demote (for selected text on the slide 
or in the Outline view)

Alt + Shift 
+ Right 
Arrow

Move up (for selected text on the 
slide or in the Outline view)

Alt + Shift 
+ Up Ar-

row

Move down (for selected text on the 
slide or in the Outline view)

Alt + Shift 
+ Down 
Arrow

Hide everything except titles within 
the Outline view

Collapse all groups within the Selec-
tion Task Pane

Alt + Shift 
+ 1

To do this Press 

Show all content within Outline view

Expand all groups within the Selec-
tion Task Pane

Alt + Shift 
+ 9

Expand text for selected title within 
Outline view

Alt + Shift 
+ +

Collapse text for selected title within 
Outline view

Alt + Shift 
+ -

Seek media ahead; like a Forward 
button (works in Normal and Slide 
Show views)

Alt + Shift 
+ Page 
Down

Seek media backwards; like a Re-
wind button (works in Normal and 
Slide Show views)

Alt + Shift 
+ Page Up

Go to the next Bookmark for me-
dia clip (works in Normal and Slide 
Show views)

Alt + End

Go to the previous Bookmark for me-
dia clip (works in Normal and Slide 
Show views)

Alt + 
Home

Increase the volume (works in Nor-
mal and Slide Show views)

Alt + Up 
Arrow

Decrease the volume (works in Nor-
mal and Slide Show views)

Alt + 
Down 
Arrow

Rotate slide object counter-clock-
wise by 15 degrees

Alt + Left 
Arrow

Rotate slide object clockwise by 15 
degrees

Alt + Right 
Arrow
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To do this Press 

Move to the subsequent cell within 
a Table
Activate the next option or option 
group within Dialog box
Select next slide object on Slide 
(when one object is selected)
Go to next hyperlink in Slide Show 
view (if hyperlinks exist)
Cycle through tools within a region 
(Presenter view)

Tab

Move to the preceding cell within a 
Table
Activate the previous option or 
option group within Dialog box
Select previous slide object on Slide 
(when one object is selected)
Go to previous hyperlink in Slide 
Show view (if hyperlinks exist)

Shift + Tab

Cycle case of selected text 
(Sentence, Lowercase, and 
Uppercase). Won’t work for text set 
to All Caps in the Font dialog box; to 
bring up the Font dialog box, press 
the Ctrl + T shortcut key)

Shift + F3

Repeat last Find action, after the 
Find dialog box is closed Shift + F4

To do this Press 

Move to a pane from another pane 
in the program window (works 
counter-clockwise)

Shift + F6

Show or hide the grid Shift + F9

Display the right-click contextual 
menu for the selected object Shift + F10

Select or deselect one character to 
the left (for text)
Size selected object(s) thinner

Shift + Left 
Arrow

Select or deselect one character to 
the right (for text)
Size selected object(s) thicker

Shift + 
Right 
Arrow

Select or deselect text one line up 
(for text)
Size selected object(s) taller

Shift + Up 
Arrow

Select or deselect text one line down 
(for text)
Size selected object(s) shorter

Shift + 
Down 
Arrow

Select or deselect text to the 
beginning of the line.

Shift + 
Home

Select or deselect all text from the 
cursor to the start of the active text 
object

Shift + Ctrl 
+ Home

Select or deselect text to the end of 
the line

Shift + 
End

Select or deselect all text from the 
cursor to the end of the active text 
object

Shift + Ctrl 
+ End

To do this Press 

Move cursor to beginning of 
current line of text Select first slide 
(Slide Sorter view)

Home

Move cursor to end of current line 
of text Select last slide (Slide Sorter 
view)

End

Move to previous slide (Normal and 
Slide Show views) Page Up

To do this Press 

Move to next slide (Normal and 
Slide Show views) Page Down

Delete one character to the left 
(when text within a text box, 
placeholder, or shape is active)

Backspace

Move to previous slide or previous 
animation (Slide Show view)

Backspace, 
P, or Left 
Arrow

Shift Shortcuts

Other Shortcuts
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To do this Press 

Move to next slide or next 
animation (Slide Show view)

Spacebar, 
N, or Right 
Arrow

Delete one character to the right 
(when text within a text box, 
placeholder, or shape is active)

Delete

Goes to the slide of that number 
(Slide Show view)

<Number> 
+ Enter

Pause the slide show and display 
a black screen. Press B again to 
resume the show (Slide Show view)

B

Erase on-screen annotations (Slide 
Show view) E

Go to next hidden slide (Slide Show 
view) H

Use mouse-click to advance while 
rehearsing (Slide Show view) M

Use original timings while 
rehearsing (Slide Show view) O

Stop the show, and freeze the 
screen. Press S again to restart the 
show (Slide Show view)

S or Pause

Set new timings while rehearsing 
(Slide Show view) T

Pause the show and display a white 
screen. Press W again to resume 
the show (in Slide Show view)

W

Cancel a menu or dialog box action
End the slide show (Slide Show 
view)
Close the view (Presenter view)

Esc

To do this Press 

Add text within selected object 
such as a shape or placeholder Enter

Move cursor towards left on slide 
(Normal view)
Select previous slide (Slide Sorter 
view)
Nudge selected slide object 
leftwards, in normal increments 
even if the Snap to Grid option is 
enabled

Left Arrow

Move cursor towards right on slide 
(Normal view)
Select next slide (Slide Sorter view)
Nudge selected slide object 
rightwards, in normal increments 
even if the Snap to Grid option is 
enabled

Right Arrow

Move cursor upwards on slide 
(Normal view)
Select slide above (Slide Sorter 
view)
Nudge selected slide object 
upwards, in normal increments 
even if the Snap to Grid option is 
enabled

Up Arrow

Move cursor downwards on slide 
(Normal view)
Select slide below (Slide Sorter 
view)

Down 
Arrow
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General Shortcut

BASIC SHORTCUT KEY STROKE

To do this Press 

Display help  F1 

Rename selected item   F2

Search a file or folder  F3

Display the address bar list in file 
explorer 

 F4

Refresh the window  F5

Cycle through screen elements in a 
window or on the desktop 

 F6

Activate the menu bar in the active 
app 

 F10

Close the active item or exit the ac-
tive app 

 Alt+F4

Cycle through items in the order in 
which they were opened 

 Alt+esc

Display properties for the selected 
item 

 Alt+enter

Open the shortcut menu for the ac-
tive window 

 Alt+spacebar

Back  Alt+left arrow

Forward  Alt+right arrow

Move up one screen  Alt+pageup

Move down one screen  Alt+page down 

To do this Press 

Swich between open apps [except 
desktop apps] 

 Alt+tab

Close the active document [in apps 
that allow you to help multiple doc-
uments open simultaneously] 

 Ctrl+F4

Select all items in a document or 
window 

 Ctrl+A

Copy the selected item 
 Ctrl+C or 

Ctrl+insert key

Delete the selected item and move 
it to the recycle bin 

 Ctrl+D/delete 
key

Refresh active window  Ctrl+R or F5

Paste the selected item 
 Ctrl+V or shift+ 

insert key

Cut the selected item  Ctrl+X

Redo an action  Ctrl+Y

Undo an action  Ctrl+Z

Zoom in or out of a large number of 
items, like apps, pinned to the start 
screen 

 Ctrl+ +(plus) or 
Ctrl+ minus

Change the size of desktop icons 
or zoom in or out of a large num-
ber of items, like apps pinned to 
the start screen 

 Ctrl+ mouse 
scroll wheel

Move the cursor to the beginning of 
the next word 

 Ctrl+right arro

Move the cursor to the beginning of 
the previous word 

 Ctrl+left arrow
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Windows Key Shortcuts

WINDOWS KEY STROKES

To do this Press 

Open windows help and support  Window+F1

Display or hide the start screen  Window

Set focus in the notification area  Window+B

open charms  Window+C

Display and hide the desktop  Window+D

To do this Press 

open flie explorer  Window+E

open the search charm and search 
for files 

 Window+F

open the share charm  Window+H

open the settings charm  Window+I

open the devices charm  Window+K

To do this Press 

Move the cursor to the beginning of 
the next paragraph 

 Ctrl+down 
arrow

Move the cursor to the beginning of 
the previous paragraph 

 Ctrl+up arrow

Use the arrow keys to switch be-
tween all open apps 

 Ctrl+Alt+Tab

Select multiple individual items in a 
window or on the desktop 

 Ctrl+Ar-
row+Spacebar

Select a block of text 
 Ctrl+shift+ar-

row

Open the start screen  Ctrl+escape

Open task manager 
 Ctrl+shift+es-

cape

Switch the keyboard layout when 
multiple keyboard layouts are avail-
able 

 Ctrl+shift

To do this Press 

Turn the Chinese input method edi-
tor [IME] on or off 

 Ctrl+spacebar

Display the shortcut menu for the 
selected item 

 Shift+F10

Select more than one item in a win-
dow or on the desktop, or select 
text within a document 

 Shift+arrow

Delete the selected item without 
moving it to the recycle bin first 

 Shift+delete

Open the next menu to the right, or 
open a submenu 

 Right arrow

Open the text menu to the left, or 
close a submenu 

 Left arrow

Stop or leave the current task  Escape
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To do this Press 

Lock your PC or switch people  Window+L

Minimize all windows  Window+M

Lock device orientation  Window+o

Choose a presentation display 
mode 

 Window+P

Open the search charm to search 
everywhere or within the open app 
[if the app supports app search] 

 Window+Q

Open the run dialog box  Window+R

Open the search charm to search 
windows and the web 

 Window+S

Cycle through apps on the taskbar  Window+T

Open ease of access center  Window+U

Cycle through notifications  Window+V

Cycle through notifications in re-
verse order 

 Window+-
shift+V

Open the search charm and search 
for settings 

 Window+W

Open the quick link menu  Window+X

Show the commands available in 
the app 

 Window+Z

Temporarily peek at the desktop 
 Window+com-

ma (,)

Display the system properties dia-
log box 

 Window+pause

Search for PCs [if you’re on a net-
work] 

 Window+Ctrl+F

To do this Press 

Restore minimized windows on the 
desktop Window+shift+M

 Ctrl+right arrow

Open the desktop and start the app 
pinned to the taskbar in the posi-
tion indicated by the number. If the 
app is already running, it switches 
to that app 

 Window+ [num-
ber 1-9]

Open the desktop and start a new 
instance of the app pinned to the 
taskbar in the position indicated by 
the number 

 Window+shift+ 
[number 1-9]

Open the desktop and switch to 
the last active window of the app 
pinned to the taskbar in the posi-
tion indicated by the number 

 Window+Ctrl+ 
[number 1-9]

Open the desktop and open the 
jump list for the app pinned to the 
taskbar in the position indicated by 
the number 

 Window+Alt+ 
[number 1-9]

Open the desktop and open the 
new instance of the app located at 
the given position on the taskbar as 
an administrator 

 Window+Ctrl+-
shift+ [number 

1-9]

Cycle through recently used apps 
[except desktop apps] 

 Window+tab

Cycle through recently used apps 
[except desktop apps 

 Window+C-
trl+Tab

Cycle through recently used apps 
[except desktop apps] in reverse 
order 

 Window+-
shift+Tab

Switch to the app that displayed a 
message in the notification area 

 Window+Ctrl+B

Maximize the window 
  Window+up 

arrow

Remove current app from screen or 
minimize the desktop window 

 Window+down 
arrow

Maximize the app or desktop win-
dow to the LEFT side of the screen 

 Window+left 
arrow

Maximize the app or desktop win-
dow to the RIGHT side of the 
screen 

 Window+right 
arrow
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To do this Press 

Minimize all but the active desktop 
window [restores all windows on 
second stroke] 

 Window+home

Stretch the desktop window to the 
top and bottom of the screen 

 Window+-
shift+up arrow

Restore/minimize active desktop 
windows vertically, maintaining 
width 

 Window+-
shift+down 

arrow

Move an app or window in the desk-
top from one monitor to another 

 Window+-
shift+let arrow 
or right arrow

Switch input language and key-
board layout 

 Window+space-
bar

Change to a previously selected in-
put 

 Window+C-
trl+spacebar

To do this Press 

Open narrator 
 Ctrl+Win-
dow+enter

Cycle through open apps 
 Window+shift+-

fullstop

Cycle through open apps 
 Window+full-

stop

Initiate IME the conversion  Window+slash

Open windowsMedia center 
 Win-

dow+Alt+enter

Zoom in or out using magnifier 
 Window+Plus/

Minus

Exit magnifier 
 Window+es-

cape

Dialog Box Shortcuts

DIALOG BOX

To do this Press 

Display Help  F1

Display the items in the active 

list 
 F4

Move forward through tabs  Ctrl+Tab

Move back through tabs  Ctrl+shift+Tab

Move to nth Tab  Ctrl+ [number 1-9]

Move forward through op-

tions 
 TAB

To do this Press 

Move back through options  SHIFT+TAB

Perform the command [or se-

lect the option] that goes with 

that letter 

 ALT+underlined 
letter in menus and 
dialog box options

Select or clear the check box in 

the active option is a checkbox 
 SPACEBAR

Open a folder one level up if a 

folder is selected in the save 

As or open dialog box 

 BACKSPACE

Select a bottom if the active 

option is a group of option 

buttons 

 ARROW keys
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File Explorer Shortcuts

FILE EXPLORER

To do this Press 

Select the address bar  ALT+D

Select the search box  CTRL+E

Select the search box  CTRL+F

Open a new window  CTRL+N

Close the current window  CTRL+W

Change the size and appear-
ance of file and folder icons 

 CTRL+mouse scroll 
wheel

Display all folders above the 
selected folder 

 CTRL+SHIFT+E

Create a new folder  CTRL+SHIFT+N

Display all subfolders under 
the selected folder 

 NUM LOCK+STAR

Display the contents of the se-
lected folder 

 NUM LOCK+PLUS

Collapse the selected folder 
 NUM LOCK+MI-

NUS

Display the preview pane  ALT+P

Open the properties dialog box 
for the selected item 

 ALT+ENTER

View the next folder 
 ALT+RIGHT AR-

ROW

View the folder that the folder 
was in 

 ALT+UP ARROW

View the previous folder  ALT+LEFT ARROW

To do this Press 

View the previous folder  BACKSPACE

Display the current selection 
[if it’s collapsed], or select the 
first subfolder 

 RIGHT ARROW

Collapse the current selection 
[if it’s expanded], or select the 
folder that the folder was in 

 LEFT ARROW

Display the bottom of the ac-
tive window 

 END

Display the top of the active 
window 

 HOME

Maximize or minimize the ac-
tive window 

 F11

TASKBAR Shortcuts

TASKBAR

To do this Press 

Open an app or quickly open 
another instance of an app 

 SHIFT+Click a task-
bar button

Open an app as an administra-
tor 

 CTRL+SHIFT+Click 
a taskbar button

Show the window menu for the 
app 

 SHIFT+RIGHT Click 
a taskbar button

Show the window menu for the 
groUP 

 SHIFT+RIGHT Click 
a grouped taskbar 

button

Cycle through the windows of 
the groUP 

 CTRL+Click a 
grouped taskbar 

button

Move forward through options  TAB
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To do this Press 

Switch to lens mode  CTRL+ALT+L

Resize the lens CTRL+ALT+R

Pan in the direction of the 

ARROW keys 

 CTRL+ALT+Arrow 
keys

Exit magnifier  Win+ESC

NARATOR Shortcuts

To do this Press 

Activate current item 
 SPACEBAR or EN-

TER

Move around on the screen  TAB+ARROW keys

Stop reading  CTRL

Read item  CAPS LOCK+D

Start reading  CAPS LOCK+M

Read document  CAPS LOCK+H

Repeat phrase  CAPS LOCK+V

Read window  CAPS LOCK+W

Increase or decrease the 

volume of the voice 

 CAPS LOCK+PAGE 
UP or PADE DOWN

Increase or decrease the 

speed of the voice 

 CAPS LOCK+PLUS/
MINUS

Do default action 
 CAPS 

LOCK+SPACEBAR

Ease of Access Shortcuts

Magnifier Shortcuts

EASE OF ACCESS 

To do this Press 

Turn filter keys on and off 
 Hold RIGHT SHIFT 

for eight seconds

Turn high contrast on or off 
 LEFT ALT+LEFT 
SHIFT+PRINT 

SCREEN

Turn mouse keys on or off 
 LEFT ALT+LEFT 

SHIFT+NUM LOCK

Turn sticky keys on or off 
 Press SHIFT five 

times

Turn toggle keys on or off 
 Press NUM LOCK 

for five seconds

Open the Ease of Access 

Centre 
 WINDOW+U

To do this Press 

Zoom in  Win+Plus

Zoom out  Win+Minus

Preview the desktop in full 

screen mode 
 CTRL+ALT+SPACE-

BAR

Switch to docked mode  CTRL+ALT+D

Switch to full screen mode  CTRL+ALT+F

Invert colors  CTRL+ALT+I



Towards an Inclusive TVET System Disability Inclusion Learning Materials for the Instructors 109

Remote Desktop Connection  
Shortcuts

To do this Press 

Move between apps, left to right  Alt+Page Up

Move between apps, right to left  Alt+Page Down

Cycle through apps in the ordr that 

they were started 
 Alt+Insert

Display the start screen  Alt+Home

Switch between a window and full 

screen 
 Ctrl+Alt+Break

Display the windows security 

dialog box 
Ctrl+Alt+End

In full screen mode, activate the 

connection bar 
Ctrl+Alt+Home

Display the system menu  Alt+Delete

To do this Press 

Move to previous/next item 
 CAPS LOCK+LEFT 
or RIGHT ARROW.

Show commands for cur-

rent item 
 CAPS LOCK+F2.

Exit narrator  CAPS+ESC.

REMOTE 
DESKTOP 
CONNECTION 

HELP VIEWER Shortcuts

To do this Press 

Move the cursor to the search 

box 
 F3

Display the options menu  F10

Move to the beginning of a 

topic 
 Home

Move to the end of a topic  End

To do this Press 

Place a copy of the active 
window, within the client, on 
the terminal server clipboard 
[similar to Alt+PRINT SCREEN 
on a local PC] 

 Ctrl+Alt+Minus

Place a copy of the entire client 

window area on the terminal 

server clipboard [similar to print 

screen on a local PC] 

 Ctrl+Alt+Plus

TAB out of the remote desktop 

controls to a control in the host 

app [for example, a button or a 

text box]. Useful when the remote 

desktop controls are embedded 

in another [host] app. 

 Ctrl+Alt+Right 
Arrow

TAB out of the remote desktop 

controls to a control in the host 

app [for example, a button or a 

text box]. Useful when the remote 

desktop controls are embedded 

in another [host] app 

 Ctrl+Alt+Left 
Arrow
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To do this Press 

Auto text create  Alt+F3

Auto text--insert entry  Ctrl+Alt+V

Auto text-insert  entry F3

Bold  Ctrl+B

Bookmarks  Ctrl+Shift+F5

Break column  Ctrl+Shift+Enter

Break-page  Ctrl+Enter

Browse a document  Ctrl+Alt+Home

Browse next/previous item
 Ctrl+Pagedown/

Pageup

Capatilize word  Shift+F3

Case-all caps  Ctrl+Shift+A

Close  Ctrl+F4

Close  Ctrl+W

Copy  Ctrl+C

Copy formating  Ctrl+Shift+C

Create a nonbreaking 

hyphen
 Ctrl+Hyphen

Creating a nonbreaking 

space
 Ctrl+shift+Spacebar

MS Word Keyboard Shortcuts

Computer Tricks
1. Make a folder named CON

Computer tricks-- make a folder named CON or 
PRN.

To do this Press 

Application windows maximize  Alt+F10

Application windows previous  Alt+Shift+F6

Application windows restore  Alt+F5

Auto format  Ctrl+Alt+K

To do this Press 

Move back to the previously 

viewed topic 
 Alt+Left Arrow

Move to the next [previously 

viewed] topic 
 Alt+Right Arrow

Display the help and sup-

port home page 
 Alt+Home

Display the customer sup-

port page 
 Alt+A

Display the TABlE of con-

tents 
 Alt+C

Display the connection 

settings menu 
 Alt+N

Search the current topic  Ctrl+F

Print a topic  Ctrl+P
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To do this Press 

Customizing Menu  Ctrl+Alt+Equal

Customizing a shortcut  Ctrl+Alt+Num Plus

Cut  Alt+X

Date field  Alt+Shift+D

Decrease font size  Alt+Shift+Less than

Dialog box next tabbed 

section
 Ctrl+Tab

Dialog box previous tabbed 

section
 Ctrl+Shift+Tab

Document window move  Ctrl+F7

Document window restore  Ctrl+F5

Document window size  Ctrl+F8

Drawing constrain shape to 

symmetrical
 Shift-drag

Drawing draw from center  Ctrl-drag

Ellipsis  Ctrl+Alt+Hyphen

Em Dash  Alt+Num Dash

Endnote  Alt+E

Exit application  Alt+F4

Fields-display code  Shift+F9

To do this Press 

Fields-display codes  [toggle] Alt+F9

Fields-double-checking 

field
 Ctrl+F9

Fields-lock a field  Ctrl+3

Fields-lock a field  Ctrl+F11

Fields-next  Field F11

Fields-previous field  Shift+F11

Fields-unlink a field  Ctrl+6

Fields-unlink a field  Ctrl+Shift+F9

Fields-unlock a field  Ctrl+4

Fields-unlock a field  Ctrl+Shift+F11

Fields-update  Alt+Shift+U

Fields-update link in source  Ctrl+Shift+F7

Fields-update selected  Field F9

Find  Ctrl+F

Font  Ctrl+D

Font  Ctrl+Shift+F

Font grow /previous size
 Ctrl+Shift+Greater 

than or less than
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To do this Press 

Font size Ctrl-Shift-P
 Font size Ctrl+-

Shift+P

Footnote  Ctrl+Alt+F

Create a new blank docu-

ment
 Ctrl+N

Go back  Ctrl+Alt+Z

Go back  Shift+F5

Go to  Ctrl+G

Go to next/previous para-

graph

 Ctrl+Up/Down 
arrow

Go to next/previous word
 Ctrl+Left/Right 

Arrow

Graphic crop  Shift-drag

Graphic original propor-

tions
 Ctrl+Click

Hanging indent-decrease  Ctrl+Shift+T

Hanging indent-increase  Ctrl+T

Hard hyphen -  Ctrl+Shift Hyphen

Hard space  Hard space

Header/Footer--link to 

previous
 Alt+Shift+R

Heading level one  Ctrl+Alt+1

Heading leve two  Ctrl+Alt+2

To do this Press 

Heading level three  Ctrl+Alt+3

Help  F1

Help-whats this?  Shift+F1

Hidden text  Ctrl+Shift+H

Hyperlink  Ctrl+K

increase font size 
 Ctrl+Shift+Greater 

than

Indent -decrease  Ctrl+Shift+M

Indent-increase  Ctrl+M

Insert command  Ctrl+Alt+M

Insert list Num  field Ctrl+Alt+L

Italics  Ctrl+L

Justify-center  Ctrl+E

Justify-full  Ctrl+J

Justify-left  Ctrl+L

Justify-right  Ctrl+R

Line-spacing  Ctrl+1

Line-spacing 1.5  Ctrl+5
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To do this Press 

Line-spacing two  Ctrl+2

List bullet style  Ctrl+shift+L

Macros-edit  Alt+F8

Macros-view VBA code  Alt+F11

Mark-index entry  Alt+Shift+X

Mark-TOA citation  Alt+Shift+I

Mark-TOC entry  Alt+Shift+O

Maximize window  Ctrl+F10

Menu bar  F10

Merge-data edit  Alt+Shift+E

Merge-field insert  Alt+shift+F

Merge-preview  Alt+Shift+K

Merge-to document  Alt+Shift+N

Merge-to printer  Alt+Shift+M

Microsoft script editor  Alt+Shift+F11

Microsoft system info  Ctrl+Alt+F1

Move between master/sub-

document
 Ctrl+backslash

To do this Press 

Newline within paragraph  Shift+Enter

Next window  Ctrl+F6

Nonprinting characters  Ctrl+Shift+8

Normal style Ctrl+Shift+N  Ctrl+Shift+N

Open a document  Ctrl+O

Open
 Ctrl+O opens a 
saved document

Outlining-collapse  Alt+Shift+Num dash

Outlining-spend  Alt+Shift+Equal

Outlining-spend  Alt+Shift+Num+Plus

outlining-move  Alt+Shift+Up/Down

Outlining promote/demote  Alt+Shift+Left/Right

Outlining show 1st line  Alt+Shift+L

Outlining show all headings  Alt+Shift+A

Outlining-show heading 1  Alt+Shift+1

Outlining/show heading 2  Alt+Shift+2

Outlining-show heading 3  Alt+shift+3

Outlining-show heading 4  Alt+Shift+4
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To do this Press 

Outlining-show heading 5  Alt+Shift+5

Outlining-show heading 6  Alt+Shift+6

Outlining-show heading 7  Alt+Shift+7

Outlining-show heading 8  Alt+Shift+8

Outlining-show heading 9  Alt+Shift+9

Page number field  Alt+Shift

Pane close  Alt+Shift+C

Paragraph space above
 [add/delete 12 pt.] 

Ctrl+0

Paste  Ctrl+V

Print  Ctrl+P

Print preview  Ctrl+Alt+I

Remove character formats  Alt+Shift+Z

Remove menu item  Ctrl+Alt+Dash

Remove paragraph formats  Ctrl+Q

Remove paragraph or char-

acter formatting 
 Ctrl+Spacebar

Repeat the last command  Ctrl+Y

Repeat find  Ctrl+Alt+Y

To do this Press 

Repeat find  Shift+F4

Replace  Ctrl+H

Revision mark on/off  Ctrl+Shift+E

Save as  F12

Save  Ctrl+S

Select all  Ctrl+A

Selection extended  F8

Selection reduced  Shift+F8

Shortcut menu  Shift+F10

Small caps  Ctrl+Shift+K

Soft hyphen-  Ctrl+Hyphen

Spelling and grammar check  F7

Spell-It-display next mis-

spelling
 Alt+F7

Spike-cut to  Alt+F3

Spike-paste  Alt+Shift+F3

split a window  Alt+S

Style box  Alt+Shift+S
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To do this Press 

Subscript  Alt+Equal

Symbol font  Ctrl+Shift+Q

Table-remove border lines  Ctrl+Alt+U

Table-to column  bottom Alt+PGDN

Table-to row beginning  Alt+Home

Table-to row end  Alt+End

Thesaurus  Shift+F7

Time field  Alt+Shift+T

To bottom/top of screen
 Ctrl+Alt+PGDN/

PgUp

Type [c] Ctrl+Alt+C

Type [r] Ctrl+Alt+R

Type [tm]  Ctrl+Alt+T

Underline  Ctrl+U

Underline-double  Ctrl+Shift+D

Underline-word  Ctrl+Shift+W

Undo  Ctrl+Z

View-normal  Ctrl+Alt+N

To do this Press 

View-outline  Ctrl+Alt+O

View-page  Ctrl+Alt+P

Window pane-next  F6

Window pane-previous  Shift+F6

Microsoft Excel Keyboard 
Shortcuts 1

To do this Press 

Alternates between display-
ing cell values and displaying 
formulas in the worksheet 

Ctrl+`

Alternate between hiding 
objects, displaying objects, and 
displaying placeholders for 
objects

 Ctrl+C

Applies or removes bold for-
matting

 Ctrl+2

Applies or removes bold 
formatting

 Ctrl+B

Applies or removes italic 
formatting

 Ctrl+3

Applies or removes italic 
formatting

 Ctrl+I

Applies or removes under-
lining

 Ctrl+4

Applies or removes under-
lining

 Ctrl+V

Applies the currency format 
with two decimal places

 Ctrl+$
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To do this Press 

Applies the date format with 
the day, month, and year

 Ctrl+#

Applies the exponential 
number format with two 
decimal places

 Ctrl+^

Applies the general number 
format 

 Ctrl+~

Applies the number format 
with two decimal places, 
thousands separator, and 
minus sign [-] for negative 
values

 Ctrl+!.

Applies the outline border 
to the selected cells

 Ctrl+&

Applies the percentage for-
mat with no decimal places

 Ctrl+%

Applies the time format 
with the hour and minute, 
and AM or PM

 Ctrl+@

Calculates all worksheets 
in all open workbooks, 
regardless of whether they 
have changed since the last 
calculation

 Ctrl+Alt+F9

Calculates all worksheets in 
all open workbooks

 F9

Calculates the active work-
sheet

 Shift+F9

Closes and reopens the 
current task pane

 Ctrl+F1

Closes the selected work-
book window

 Ctrl+F4

Closes the selected work-
book window

 Ctrl+X

Copies the selected cells  Ctrl+C

Copies the value from the 
cell above the active cell into 
the cell or the formula bar

 Ctrl+”

To do this Press 

Creates a chart of the data 
in the current range

 Alt+F1

Creates a chart of the data 
in the current range

 F11

Cuts the selected cells  Ctrl+Y

Displays or hides the out-
line symbols

 Ctrl+8

Displays or hides the stan-
dard toolbar

 Ctrl+7

Displays the create list 
dialog box. Ctrl+N creates a 
new, blank file

 Ctrl+L.

Displays the delete dialog 
box to delete the selected 
cells

 Ctrl+-

Displays the find and re-
place box

 Ctrl+H

Displays the format cells 
dialog box

 Ctrl+1

Displays the go to dialog 
box

 Ctrl+G

Displays the go to dialog 
box

 F5

Displays the help task pane  F1

Displays the insert dialog 
box to insert blank cell

 Ctrl+Plus

Displays the insert function 
dialog box

 Shift+F3

Displays the macro dialog box 
to run, edit, or delete or macro

 Alt+F8

Displays the Microsoft 
office clipboard

 Ctrl+C

Displays the open dialog 
box to open or find a file

 Ctrl+O
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To do this Press 

Displays the print dialog 
box

 Ctrl+R

Displays the save as dialog 
box

 F12

Displays the shortcut menu 
for a selected item

 Shift+F10

Displays the spelling dialog 
box to check spelling in the 
active worksheet or select-
ed range

 F7

Edits a cell command  Shift+F2

Enters the current date  Ctrl+;

Enters the current time  Ctrl+

Hides the selected columns  Ctrl+0

Hides the selected rows  Ctrl+9

Including cells not marked 
as needing to be calculated

 Ctrl+F9

Inserts a new worksheet  Alt+Shift+F1

Inserts a new worksheet  Shift+F11

Maximizes or restores the 
selected workbook window

 Ctrl+F10

Minimizes a workbook win-
dow to an icon

 F10

Pastes a defined name into 
a formula

 F3

Removes the outline border 
from the selected cells

 Ctrl+_

Repeats the last command 
or action, if possible

 Ctrl+Z

To do this Press 

Repeats the last command 
or action, if possible

 F4

Restores the window size 
of the selected workbook 
window

 Ctrl+F5

Saves the action file with 
its current file name and 
location

 Ctrl+S

Selects or cells that contain 
comments

 Ctrl+Shift+O

Selects the current region  Ctrl+A

Selects the entire work-
sheet

 Ctrl+A, Ctrl+A 
[two times]

Undo command  Ctrl+U

Unhides any hidden col-
umns withing the selection

 Ctrl+

Microsoft Excel Shortcuts key 2

To do this Press 

Switches between worksheet tabs, from 
left-to-right

 Ctrl+PgUp

Switches between worksheet tabs, from 
right-to-left

 Ctrl+PgDn

Unhides any hidden rows within the 
selection

 Ctrl+-
Shift+(

Applies the outline border to the 
selected cell

 Ctrl+-
Shift+End

Remove the outline border from the 
selected cells

 Ctrl+-
Shift+_

Applies the general number format
 Ctrl+-
Shift+~
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To do this Press 

Applies the currency format with two 
decimal places [negative numbers in 
parentheses]

 Ctrl+-
Shift+$

Applies the percentage format with 
no decimal places

 Ctrl+-
Shift+%

Applies the scientific number format 
with two decimal places

 Ctrl+-
Shift+^

Applies the date format with the day, 
month and year

 Ctrl+-
Shift+#

Applies the time format with the hour 
and minute, and AM or PM

 Ctrl+-
Shift+@

Applies the number format with two 
decimal places, thousands separator, 
and minus sign [-] for negative values

 Ctrl+-
Shift+!

Selects the current region around the 
active cell [the data area enclosed by 
blank rows and blank columns.] In a 
pivot table, it selects the entire pivot 
table report

 Ctrl+-
Shift+*

Entries the current time
 Ctrl+-
Shift+

Copies the value from the cell above 
the active cell into the cell or the 
formula bar

 Ctrl+-
Shift+”

Displays the insert dialog box to 
insert blank cells

 Ctrl+-
Shift+Plus 

[+]

Displays the delete dialog box to 
delete the selected cells

 Ctrl+- 
[minus]

Enters the current date  Ctrl+;

Alternates between displaying cell 
values and displaying formulas in the 
worksheet

 Ctrl+crop 
[`]

Copies a formula from the cell above 
active cell into the cell or the formula 
bar

 Ctrl+’

Displays the format cells dialog box  Ctrl+1

To do this Press 

Applies the removes bod formatting  Ctrl+2

Applies or removes italic formatting  Ctrl+3

Applies or removes underlining  Ctrl+4

Applies or removes strike through  Ctrl+5

Alternates between hiding and dis-
playing objects

 Ctrl+6

Displays or hides the outline symbols  Ctrl+8

Hides the selected rows  Ctrl+9

Hides the selected columns  Ctrl+0

Selects the entire worksheet. If the 
worksheet contains data, Ctrl+A 
selects the current region. Pressing 
Ctrl+A a second time selects the entire 
worksheet When the insertion point 
is to the right of a function name in a 
formula, displays the function argu-
ments dialog box. Ctrl+Shift+A inserts 
the argument names and parenthesis 
when the insertion point is to the right 
of a function name in a formula

 Ctrl+A

Applies or remove bold formatting  Ctrl+B

Copies the selected cells  Ctrl+C

Uses the fill down command to copy 
the contains and format of the top 
most cell of a selected range into the 
cells value

 Ctrl+D

Displays the find and replace dia-
log box, with the find tab selected. 
Shift+F5 also displays this tab, while 
Shift+F4 repeats the last find action. 
Ctrl+Shift+A opens the format cells 
dialog box with the font tab selected

 Ctrl+F
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To do this Press 

Displays the go to dialog box. F5 also 
displays this dialog box

 Ctrl+G

Displays the find and replace dialog 
box, with the replace tab selected

 Ctrl+H

Applies or removes italic formatting  Ctrl+I

Replace the insert hyperlink dialog 
box for new hyperlinks or the edit 
hyperlink dialog box for selected 
existing hyperlinks

 Ctrl+K

Displays the create table dialog box  Ctrl+L

Creates a new, blank workbook  Ctrl+N

Displays the open dialog box to open 
or find a file. Ctrl+Shift+O selects all 
cells that contain comments

 Ctrl+O

Displays the print tab in Microsoft 
Office backstage view. Ctrl+Shift+P 
opens the format cells dialog box with 
the font tab selected

 Ctrl+P

Uses the fill right command to copy 
the contents and format of the left-
most cell of a selected range into the 
cells to the right

 Ctrl+R

Saves the active file with its current 
file name, location, and file format

 Ctrl+S.

Displays the create table dialog box  Ctrl+T

Applies or removes underlining. Ctrl+-
Shift+U switches between expanding 
and collapsing of the formula bar

 Ctrl+U

Inserts the contents of the clipboard 
at the insertion point and replaces 
any selection. Available only after you 
have cut or copied an object, text, or 
cell contents. Ctrl+Alt+V displays the 
paste special dialog box. Available 
only after you have cut or copied 
an object, text, or cell contents on a 
worksheet or in another program

 Ctrl+V

To do this Press 

Closes the selected workbook windo  Ctrl+W

Cuts the selected cells  Ctrl+X

Repeats the last command or action, 
if possible

 Ctrl+Y

Uses undo command to reverse the 
last command or to delete the last 
entry that you typed

 Ctrl+Z

Formulas

To do this Press 

Insert the AutoSum formula  Alt+= [equal]

Display the insert function dialog 
box

 Shift+F3

Display formula window after typ-
ing formula name

 Ctrl+A

Insert arguments in formula 
after typing formula name

 Ctrl+Shift+A

Insert a function into a formula  Shift+F3

Enter a formula as an array 
formula

 Ctrl+-
Shift+Enter

After typing cell reference [e.g. 
=E3] makes reference absolute 
[=$E$4]

 F4

Calculate all worksheets in all 
open workbooks

 F9

Calculate the active worksheet  Shift+F9

Calculate all worksheets in or 
open workbooks, regardless 
of whether they have changed 
since the last calculation

 Ctrl+Enter+F9
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MS Outlook Shortcuts

To do this Press 

Bold  Ctrl+B

Check for new mail  F9 [Outlook

Check for new mail  F5

Close a window  Esc.

Close a window  Alt+F4

Copy  Ctrl+C

Create appointment  Ctrl+Shift+A

Create contact  Ctrl+Shift+C

To do this Press 

Recheck dependent formulas, and 
then calculates all cells in all open 
workbooks, including cells not 
marked as needing to be calculat-
ed

 Ctlr+Alt+-
Shift+F9

Toggle expand or collapse for-
mula bar

 Ctrl+Shift+U

Toggle show formula in cell 
instead of values

 Ctrl+` [crof]

Define a name or dialog  Ctrl+F3

Create names from row and 
column labels

 Ctrl+Shift+F3

Paste a defined name into a 
formula

 F3

To do this Press 

Create flag for follow up  Ctrl+Shift+G

Create folder  Ctrl+Shift+E

Create meeting request
 Ctrl+-

Shift+Q

Create message
 Ctrl+-

Shift+M

Create note
 Ctrl+-

Shift+N

Create task  Ctrl+Shift+K

Create task request  Ctrl+Shift+U

Cut  Ctrl+X

Delete opened item  Ctrl+D

Find advanced  Ctrl+Shift+F

Folder list open  Ctrl+Y/td>

Forward selected mail  Ctrl+F

Italics  Ctrl+I

Mark item as read  Ctrl+U

Move down one secreen  PgDn

Move to first item  Home

Move to last item  End
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To do this Press 

Move up one screen  PgUp

Create new default item  Ctrl+N

Open find a contact  F11

Open look In  Open Alt+I

Open selected item  Ctrl+O

Open selected item  Enter

Paste  Ctrl+V

Print  Ctrl+P

Read next email  Ctrl+>

Read previous email  Ctrl+<

Redo  Ctrl+Y

Remove last semicolon from mail 

addressee
 Alt+K

Reply to selected message  Ctrl+R

Save  Ctrl+S

Select all items  Ctrl+A

Select to first item
 Ctrl+-

Shift+Home

Select to last item
 Ctrl+-

Shift+End

To do this Press 

Send email message  Ctrl+Enter

Spell check open item  F7

Switch to inbox  Ctrl+Shift+I

Switch to outbox  Ctrl+O

Underline  Ctrl+U

Undo  Ctrl+Z

OTHER 
SHORTCUTS

Notepad

To do this Press 

File menu Alt+F

New Ctrl+N

Open Ctrl+O

Save Ctrl+S

Save as Alt+F+A

Page setup Alt+F+U

Print Ctrl+P

Exit Alt+F+X
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Format

View

Help

Microsoft PowerPoint Shortcuts 1

To do this Press 

Format menu  Alt+O

Word warp  Alt+O+W

Font  Alt+O+F

To do this Press 

View menu  font.

Status bar  Alt+V+S

To do this Press 

Help menu  Alt+H

Help  F1

Help topic  Alt+h+H

About notepad  Alt+H+A

To do this Press 

Create new presentation  Ctrl+N

Insert new slide  Ctrl+M

Duplicate selected slide  Ctrl+D

Open a presentations  Ctrl+O

Close presentation  Ctrl+W

Print presentation  Ctrl+P

Edit

To do this Press 

Edit menu  Alt+E

Undo/redo  Ctrl+Z

Cut  Ctrl+X

Copy  Ctrl+C

Paste  Ctrl+V

Delete  Alt+E+I

Find  Ctrl+F

Find next  F3

Replace  Ctrl+H

Go to  Ctrl+G

Select all  Ctrl+A

Time/date  F5
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To do this Press 

Save presentation  Ctrl+S

Quit PowerPoint  Alt+F4

Find text  Ctrl+F

Replace text  Ctrl+H

Repeat the last find action  Shift+F4

Insert a hyperlink  Ctrl+K

Undo an action  Ctrl+Z

Redo or repeat an action  Ctrl+Y

Switch to the next pane  F6

Switch to the previous pane  Shift+F6

Cancel an action  Esc

Carry out Save As command  F12

Carry out Save command  Shift+F12

Carry out open command  Ctrl+F12

Carry out Print command
 Ctrl+-

Shift+F12

Display visual basic code  Alt+F11

Microsoft PowerPoint Shortcuts 2

To do this Press 

Delete one word to the right  Ctrl+Delete

Cut selected object  Ctrl+X

Copy selected object  Ctrl+C

Paste, Cut or copied object  Ctrl+V

Move cursor one word to the left
 Ctrl+Left 

Arrow

Move one word to the left
 Ctrl+Left 

Arrow

Change case letters [toggles 
through sentence case, lower 
case, and upper case]

 Shift+F3

Centre paragraph  Ctrl+E

Justify paragraph  Ctrl+J

Left align paragraph  Ctrl+L

Right align paragraph  Ctrl+R

Promote paragraph
 Alt+-

Shift+Left 
Arrow

Demote paragraph
 Ctrl+-

Shift+Right 
Arrow

Move selected paragraphs up
 Ctrl+-

Shift+Up 
Arrow

Move selected paragraphs down
 Alt+-

Shift+Down 
Arrow
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Microsoft PowerPoint Keyboard 
Shortcuts 3

PowerPoint Slide Show Shortcuts 
Key	

To do this Press 

Create new presentation  Ctrl+N

Selection  shortcut

Select next object [with an object 
selected]

 Tab or 
Shift+Tab

Select text within selected object  Enter

Select all objects
 Ctrl+A [in 
slide pane]

Select all slides
 Ctrl+A [in 
slide sorter 

view]

Select all text
 Ctrl+A [in 
text field]

Move to the end of a line  End

Move to the beginning of a line  Home

Move up one paragraph
 Ctrl+Up 

Arrow

Move down one paragraph
 Ctrl+Down 

Arrow

To do this Press 

Start slideshow from current slide  Shift+F5

Slideshow from beginning  F5

To do this Press 

Format font style  Ctrl+T

Change font size  Ctrl+Shift+P

Increase font size  Ctrl+Shift+>

Decrease font size  Ctrl+Shift+<

Apply bold formatting  Ctrl+B

Apply an underline  Ctrl+U

Apply italic formatting  Ctrl+I

Apply subscript formatting
 Ctrl+= 

[equal sign]

Apply superscript formatting
 Ctrl+Shift  

Ctrl+Shift++ 
[plus sign]

Remove manual character format-
ting

 Ctrl+Space-
bar

Copy formats  Ctrl+Shift+C

Paste formats  Ctrl+Shift+V

Insert a tab in a table cell  Ctrl+Tab

Add new row at the bottom of a 
table

 TAB at the 
end of the 

last row

Check spelling  F7

Find next misspelling [automatic 
spell checking enable]

 Shift+F7
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To do this Press 

Perform next animation or ad-

vance to next slide

 Enter, Page 
down, Right 

Arrow, 
down arrow, 
Spacebar, or 
mouse click

Perform previous animation or 

return to previous slide

 P, Page up, 
Left arrow, 

Up arrow, or 
Backspace

Go to slide
 <num-

ber>+Enter

Display a black screen, or return 

to slideshow black screen
 B or period

Display a white screen, or return 

to the slideshow from a white 

screen

 W or, , 
[Comma]

Stop or restart automatic slide-

show
 S or + [plus 

sign]

End slideshow
 Esc, 

Ctrl+break, 
or Hyphen

Erase on-screen annotations  E

Go to next hidden slide  H

Set new timings while rehearsing  T

Use original timings when re-

hearsing 
 O

To do this Press 

Use mouse click to advance while 

rehearsing 
 M

Return to first slide

 Home or 
both mouse 
buttons for 2 

seconds

Redisplay hidden pointer and/or 

change the pointer to a pen
 Ctrl+P

Redisplay hidden pointer and/or 

change pointer to an arrow
 Ctrl+A

Hide pointer and button immedi-

ately
 Ctrl+H

Hide pointer and button in 15 

seconds
 Ctrl+U

Display shortcut menu

 Shift+F10 or 
right click or 
special win-

dows key

Go to first or next hyperlink on 

slide
 TAB

Got to last or previous hyperlink 

on slide
 Shift+Tab

Perform “mouse click” behavior of 

selected hyperlink

 Enter while 
hyperlink is 

selected

Perform “mouse over” behavior of 

selected hyperlink

 Shift+Enter 
while hyper-
link is select-

ed

Display list of controls  F1
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Computer Tricks
1.	 Make a folder named CON or PRN Do you know 

that you can not make a folder named as “con” 
or “prn”? If you don’t believe then try to rename 
a folder give its new name con. It will give error 
that specific ‘device name is invalid’. There are 
many words like con.

Some of them are

PRN, AUX, CLOCK$,nul, com1, com2, com3, com4, 
com5, com6, com7, com8, com9, LPT1, LPT2, LPT3, 
LPT4, LPT5, LPT6, LPT7, LPT8, LPT9.

These words are windows inbuilt reserved device 
names, so we can’t use them.

But here I provide you trick by which you can name 
a folder by any of the above specified names, so go n 
challenge your friends and prove your superiority…

Here solution, follow these steps	

1. 	 Open command prompt [type cmd in run].

2. 	 Type md //. /d	 /con to create a con folder 
in D drive, you can replace D with any drive it s 
done.

Now for deleting it type

Rd //./d	/con.

2. 	 Hide hard drives pertition	

Hide hard drives partition by using command 
prompt—without any software

Do you have some confidentian data and don’t wan-
na share that data with your friends and other per-
sons?

So now you can hide any of partition of your hard 
drive, just store all your confidential and private 
data in that hard disk partition and hide that parti-
tion. Here is a very cool and simple trick, for this you 
need not to install any software. This can be done 
just by using command prompt.

Follow given steps to hide partitions without any 
software.

1.	 Go to start and type Run. 

2.	 Type diskpart in Run and press Enter. Win-

dow will ask for your permission to continue. 
Click on continue.

3.	 In the console type list volume to see all the 
drives available on your PC/computer and 
their volume.

4.	 Now select the drive which you want to hide.

Suppose you want to delete D drive.

It is volume 1 for drive D. You can found volume 
from command prompt itself as it list volume with 
each disk partition as shown in figure.

Now to hide D drive type Select volume 1.

Type remove letter D, this will hide your drive. Its 
done.

Now D drive is hidden.

Now to get your drive back type Select volume 1 and 
then type assign letter D.

3. 	 Delete Viruses	

Delete viruses from pen drives using CMD

Mostly our PC gets attacked by viruses from pen 
drives, so here is way to protect your pen drive an 
dcomputer from viruses. Just follow these steps and 
delete viruses from pen drive without affecting your 
PC.

Here are steps	

1.	 Connect your pen drive and do not open it 
by using autorun.

2.	  Open Run and type cmd and press Enter.

3.	  In the command prompt, Type the drive let-
ter of your pendrive [you can check it from 
my computer] and then press Enter.

4.	  Type dir/w/o/a/p and press Enter. It will dis-
play list of files.

5.	  Now in that list search for virus files 
like	  

Autorun.inf

New folder.exe

Bha.vbs
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Iexplore.vbs

Info.exe

New_folder.exe

Ravmon.ex

RVHost.exe

Any other files with .exe extension.*

6.	 If it contains any of the files above file then 
type attrib -h -r -s -a *.*  and press Enter.

7.	 Delete each of that file using Delete com-
mand Del file name [for example	  del 
autorun.inf]

It’s done!

Now you can scan your pen drive with any good anti-
virus and then can open it without affecting your 
system.

Computer Tricks Protect Docu-
ment	
Protect MS Office document with password

You can protect your document by applying pass-
word so that unauthorized person cannot display as 
well as modify your document.

Here are the steps	

1.	 Open any office documents.

2.	  Click file and select Save As.

3.	  New click tools in that dialog box.

4.	  Here click on General Option.

5.	  Now give the passwords to open and to modify.

6.	  Click Okay.

7.	  After that re-enter those passwords to confirm 
them.

8.	 Click Save button of Save As dialog box. It’s done.

Now your document is password protected. No one 
can read or modify it without that password. You can 
use this trick to maintain and to protect your per-
sonal diary from others.

We can remove a password	

1.	 Open the workbook.

2.	  On the file menu. Click Save As.

3.	  On the tools menu, click General options.

4.	  In the password to open or password to modify 
box [or in both boxes]. Double click the asterisks 
and the press the delete key.

5.	  Click Okay, and then click Save.

6.	  Click yes to replace the existing workbook.

System Passwords	

To remove the stored user names and passwords 
from your system, try this	

1.	 Click Start, run and type Control keymgr.dll.

2.	  Remove the entries from the list.

The other ways to access this dialog  are	

Type Control Userpasswords2 in Run box, click ad-
vanced, manage passwords

Or 

From Control Panel, select your User account, click 
manage your network passwords.

Computer Tricks Some More
Formatting a pen-drive from command 
prompt	

Start->run-> format F	

Or

Format H	

Open notepad --> >paste this 	   [{BE098140-A513-
11BO-A3A4-00C04FD706EC}]

Inconarea_image=C	 /WINDOWS/Wave/Wallpa-
per/Bliss.bmp

Iconarea_text=0x00FFFFFF

Then save this file as desktop.ini.

I am sure that it will work.

Save this file in starting of drive e.g	 C	 /

Google tricks	

Open google.com

1.	 Enter google vravity

2.	  Google sphere



Towards an Inclusive TVET System Disability Inclusion Learning Materials for the Instructors128

3.	  Google loco

4.	  Is it beer o’clocl

Computer Tricks Some More
Change the storage location of my documents, a bit 
safer for when your PC crashes…

Open my computer.

In the address bar type desktop.

My documents will appear.

Right click my documents.

Click properties.

Click on the image to appear larger.

Change the address in the target box. (ex. D/my doc-
uments)

Click okay.

Change double click to single click	

To change the settings on your mouse

1.	 Click start, and then click my computer.

2.	 Click tools, and then click folder options.

In the click items as follows	

3.	 Click single click to open an item. Then, click 
okay. Now you can navigate folders and open 
files with a single rather than a double click. If 
you need to select a file, simply hold your mouse 
over the file for a few seconds without clicking.

Select all files in a folder which u want to rename, 
and right click on any one of them, click on rename.

When we transfer photos from digital camera or 
from mobiles, they often have unrecognizable 
names. Renaming all files one by one is very annoy-
ing task also it can take for ever if you have really 
large number of files. So here I am providing you an 
easy method to rename all image files at once. This 
works for renaming all types of files.

Just follow give steps	

1.	 Open the folder which contains files you want to 
rename.

2.	  Select the files you want to rename.

3.	  Now right click on any one of selected file and 
click on rename.

Show ur name after time in taskbar
Add your name in place of AM and PM beside time 
and make yourself to feel proud among your group 
of friends.

It’s simple

Start-> control panel ->regional and language op-
tion -> customize (beside English US) ->go to time 
tab -> change AM symbol and PM symbol from AM 
and PM to your name -> apply -> okay…

Is it changed??? Might be not…

Now go to time in taskbar and double click to open 
“date and time property”…

Look place where time is changes in digital form i.e. 
02	 47	 52 AM, click to arrow to change the 
AM or PM by selecting and press arrow.

It will show your name or name that was entered by 
u, apply -> okay.

Increase Browsing Speed
Speed up your Firefox browser and load pages about 
20% faster than previous.

1.	 Type “about config” into the address bar and hit 
return. Scroll down and look for the following 
entires	

Network.http.pipeliningnetwork.

http.proxy.pipeliningnetwork.

http.pipelining.maxrequests

normally the browser will make one request to a 
webpage at a time. When you enable pipelining it 
will make several at once, which really speeds up 
page loading.

2.	  Alter the entries as follows	

	 Set “network.http.pipelining” to “true” set “net-
work.http.proxy.pipelining” to “true”

	 Set “network.http.pipelining.maxrequests” to 
some number like 30. This means it will make 30 
requests at once.
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3.	 Largely right click anywhere and select new-> 
integer. Name it “nglayout.initialpaint.delay” and 
set its value to “0”. This value is the amount of 
time the browser waits before it acts on infor-
mation it receives.

4.	 If you’re using a broad band connection you’ll 
load pages 2-3 times faster now.

Disble Pen Drive

How to disable pen drive in a sys-
tem
Go to run -> type regedit you get registery editor. 
within that change 3 control settings (how many 
ports are there those many changes are required)

HKEY_LOCAL_MACHINE - >

SYSTEM -> ControlSet001 -> services -> change 
or rename (any name) for USBSTOR to disable pen 
drive option. If you want to enable, again give same 
name (USBSTOR)

SYSTEM -> ControlSet002 -> services -> change 
or rename (any name) for USBSTOR to disable pen 
drive option. If you want to enable, again give same 
name (USBSTOR)

SYSTEM -> Currentcontrolset -> services -> change 
or rename (any name) for USBSTOR to disable pen 
drive option. If you want to enable, again give same 
name (USBSTOR)

Speed up your PC

You may recognize that your system gets slower and 
slower when playing and working a lot with your Pc. 
That’s causes your RAM is full of remaining progress 
pieces you don’t need anymore.

So create a new text file on your desktop and call it .. 
uhm.. “RAM cleaner” or something ..

Type FreeMem=space(64000000) in this file and 
save it as RAMcleaner.vbs [you may choose the “All 
files” option when you save it]

Run the file and your RAM may be cleaned	

Of coyourse you can edit the code in the file for a 
greater “cleaning – progress”.

FreeMem=space(1280000000) just try it out.. It 
worked for me.

Customizing Hard Drive
Create a ICON of your hard drive

Hi friends, many time s you see Icon or picture files 
of new CD’s. You can also make icon of your hard 
drive whatever you want.

Just follow the steps	

1.	 Open paint application; draw a picture whichev-
er you want but in 100 × 100 pixel is better one.

2.	 Save the file in hard drive (not in a folder) open-
ly name d as “ABC.ico” (note	  you can type 
our name also)

3.	 Open notepad application; type 	

[autorun]

Icon=ABC.ico

And save the file with name “autorun.inf”.

4.	 Restart the PC

And see the magic.

Computer Tricks Some More
Create a folder without any 
name	
Just type these codes while renaming the folder and 
press Enter once…

Alt+0160

Or

Alt+255

Type from numbers pad only…

Create a new folder…. Rename it to

m e d i a f i l e . { 0 0 0 2 2 6 0 2 - 0 0 0 0 - 0 0 0 0 - C 0 0 0 -
000000000046}

And see the magic….
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From social media, job circular or online shopping, 

people now highly depend on websites for basic ac-

tivities. So, you need to have a clear idea about how 

internet works and how you can visit different web-

sites by using different browsers.

To visit any webpage, you need to use a browser like 

Google Chrome, Firefox or Internet Explorer. Now, 

use the arrow key to find the search option and you 

have to type your desired web address in there. 

Now, you have to press enter and then a new page 

will appear. Now, if you are using NVDA software, 

you might just use some shortcut keys to visit the 

website. Remember, whenever you are exploring 

webpage, you can just click when the software men-

tions ‘link’ and go to another page. This means the 

link takes to you to another page of the website.

Here are the lists of some shortcut keys for different 

web browsers which help persons to visit webpages 

and get their tasks done. 

INTERNET- WEB BROWSING BASICS

Tabs

Navigation

Mouse Actions for Tabs

Shortcut Keys for Web Browsing

To do this Press 

Switch to the specified tab, count-
ing from the left.

Ctrl+1-8 

Switch to the last tab. Ctrl+9 

Switch to the next tab – in oth-
er words, the tab on the right. 
(Ctrl+Page Up also works, but not 
in Internet Explorer.)

Ctrl+Tab 

Switch to the previous tab – in 
other words, the tab on the left. 
(Ctrl+Page Down also works, but 
not in Internet Explorer.)

Ctrl+-
Shift+Tab 

Close the current tab.
Ctrl+W, 
Ctrl+F4 

Reopen the last closed tab.
Ctrl+-

Shift+T 

Open a new tab. Ctrl+T 

Open a new browser window. Ctrl+N 

Close the current window. (Works 
in all applications.)

Alt+F4 

To do this Press 

Back.
Alt+Left 
Arrow, 

Backspace 

Forward.

Alt+Right 
Arrow, 

Shift+Back-
space 

To do this Press 

Close the tab.
Middle 

Click a Tab 

Open a link in a background tab.
Ctrl+Left 

Click, Mid-
dle Click 

Open a link in a new browser 
window

Shift+Left 
Click 

Open a link in a foreground tab.
Ctrl+-

Shift+Left 
Click 



Towards an Inclusive TVET System Disability Inclusion Learning Materials for the Instructors 131

Zooming

Scrolling

Address Bar

Search

History & Bookmarks

To do this Press 

Zoom in.

Ctrl and 
+, Ctrl+-
Mouse-

wheel Up 

Zoom out.

Ctrl and 
-, Ctrl+-
Mouse-
wheel 
Down 

Default zoom level. Ctrl+0 

Full-screen mode. F11 

To do this Press 

Scroll down a frame.
Space, Page 

Down 

Scroll up a frame.
Shift+Space, 

Page Up 

Top of page. Home

Bottom of page. End 

Scroll with the mouse. (Windows 
only)

Middle 
Click

To do this Press 

Prefix www. and append .com to 
the text in the address bar, and 
then load the website. For ex-
ample, type howtogeek into the 
address bar and press Ctrl+Enter 
to open www.howtogeek.com.

Ctrl+Enter 

Open the location in the address 
bar in a new tab.

Alt+Enter 

Focus the address bar so you can 
begin typing.

Ctrl+L, 
Alt+D, F6 

To do this Press 

Focus the browser’s built-in 
search box or focus the address 
bar if the browser doesn’t have 
a dedicated search box. (Ctrl+K 
doesn’t work in IE, Ctrl+E does.)

Ctrl+K, 
Ctrl+E 

Perform a search from the search 
box in a new tab.

Alt+Enter 

Open the in-page search box to 
search on the current page.

Ctrl+F, F3 

Find the next match of the searched 

text on the page.
Ctrl+G, F3

Find the previous match of the 

searched text on the page.

Ctrl+-
Shift+G, 
Shift+F3

To do this Press 

Open the browsing history. Ctrl+H 

Open the download history. Ctrl+J 

To do this Press 

Reload. F5 

Reload and skip the cache, re-down-
loading the entire website.

Ctrl+F5 

Stop. Escape

Open homepage. Alt+Home 
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To do this Press 

Bookmark the current website. Ctrl+D 

Open the Clear Browsing History 

window.
Ctrl+-

Shift+Del 

Other Functions

Some Other Shortcut Keys

Developed by YPSA (Young Power in Social Action)

To do this Press 

Print the current page. Ctrl+P 

Save the current page to your 
computer.

Ctrl+S 

Open a file from your computer. Ctrl+O 

Open the current page’s source 
code. (Not in IE.)

Ctrl+U 

Open Developer Tools. F12

To do this Press 

Fill Up Forms f

To fill previous form up Shift+f

Checkbox x

For previous checkbox Shift+x

Landmark d

Previous Landmark To Find any 

info, keep using arrow key or tab.
Shift+d

Separator button s

Graphic button g

Previous graphic button Shift+g

Combo box c

Previous Combo box Shift+c

Embeded Object o

Previous embedded object Shift+o 
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