Short Cuts – “The key to effective data entry is to use as few “Key-Strokes” as possible.”  Short cuts reduce the time it takes to enter data and reduces errors when entering repetitive information.  (Fewer “Fat-Finger” Flubs).  The majority of short cuts listed here apply to MS Word - although some can be used in other applications as well.  

**Use your “Desk Top” to create short cuts icons to frequently used files, folders, and links.  Also, use your “Office Tool-Bar” for quick access without having to close the window in which you’re working.  

Keyboard Short Cuts - Keyboard short cuts reduce the need to constantly move your cursor to another location just to open a drop-down menu, to perform the action you desire. 

Control + C = Copy
Control + B = Bold    (Toggle)

Control + H = Replace
Control + P = Print

Control + V = Paste
Control + I = Italics   (Toggle)

Control + F = Find
Control + G = Go To (A specified place on your document)

Control + <Enter> inserts a manual page break.

Control + <Home> moves you to the beginning of your document.

Control + <End> moves you to the end of your document.



Using “Auto-Text” – Auto-Text allows you to create short cuts when typing repetitive words or phrases. 

For example, when I type “DAPE”, I see a box that completes my office symbol “DAPE-CP-W-CFB”. When I see that box, I just touch the enter button and the office symbol is completed.

To find the “Auto-Text” Menu, go to the “Insert” key at the top of the screen, click on “Auto-Text…” and follow the instructions. 

RPA Coding –

For entering comments when coding RPA’s, I’ve created a “Sample Comments” Document from which I “Cut and Paste”.

I keep this document open while I’m coding and refer back and forth between it and the RPA – (see attachment 1).  You may modify this document to meet your personal preferences.

“Find & Replace” (Control + H) - When editing referrals, especially long ones, try to use the “Replace” option.

For example
To find and delete all SSNs, simultaneously depress the Control Key & letter “H”

In the find box, enter:
^#^#^#-^#^#-^#^#^#^#   (The carat character (^) appears above the number 6)

This will find SSNs formatted as “000-00-0000”.  It won’t find SSNs without the hyphens.

In the replace box
Do not enter anything (leave blank)

Click on the find next  button
The cursor will move to the first SSN meeting the find criteria.

Click “replace”
The item will be deleted and the cursor will move to the next SSN.

If the cursor move to an item that you do not want to replace, simply click on the “Find Next” button and the cursor will continue its search.

CAUTION – Use extreme care when using the “Replace All” button.  Unless you’re absolutely sure that you want to replace all instances of you “find criteria”; it’s much safer to proceed one item at a time.  




Another example
To find and enter page breaks at the system coded page break indicators (shown by a “_”)

using the process above, in the find box, enter “^p_” and in the replace box, enter “^m”. Be careful not to hit the “Replace All” button. There are some places where you’ll want to skip the replace.  To do this, simply click on the “Find Next” button.
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RESUMIX Referral 040761MS2 

30-JAN-2002



M10

WCPOC, ATTN: SAMR-CP-W-M, 2133 Cushing St, Rm. 1614, Ft. Huachuca, AZ  85613-7076



Part D

Meets OPM Qual Standards.





















Comments:

Exception to PPP IAW DoD PPP Manual, Ch. 4, Para C2h.



Accretion of Duties

Exception to DOD PPP IAW CH 4 Para C 2a(1)(c). Promotion resulting from and employee's position being classified at a higher grade because of additional duties and responsibilities.


Meets OPM Qual Standards.



Repromotion

Exception to DOD PPP IAW CH 4 Para C 2a(2). Repromotion or position change of an employee up to and including the grade from which involuntarily demoted or separated without personal cause. (Applies to RIF; reclassification; etc.).


Meets OPM Qual Standards.



Position Abolishment

Exception to DOD PPP IAW CH 4 Para C 2f(1). Reassignment resulting from an employee's position being scheduled for abolishment or relocation out of the area within 1 year.


Meets OPM Qual Standards.



Apprentice

Exception to DOD PPP IAW CH 4 Para C 2a(1)(a). Employee is moving from level 2 to level 3 of an apprentice program.



CCAD:

DoD PPP Req # E020254, Cleared 07/15/02


Meets OPM Qual Standards.



SIAD:

DoD PPP Req # S020, Cleared   02


Meets OPM Qualification Standards





Exception to DOD PPP IAW CH 4 Para C 2f(6). Reassignment due to medical disqualification.





Exception to DOD PPP IAW CH 4 Para C 2f(1). Reassignment due to position abolishment.
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Exception to DOD PPP IAW CH 4 Para C 2f(5). PD revised due to position review.





















RESUMIX(  Certs

DEPARTMENT OF THE ARMY


WEST CIVILIAN PERSONNEL OPERATIONS CENTER


ATTN: SAMP-CP W


2133 Cushing Street, Room 1614


Fort Huachuca, AZ  85613-7076



Sierra CPAC


Mailing Address

Headquarters, Sierra Army Depot


ATTN: Civilian Personnel Advisory Center 


Herlong, CA  96113



CCAD CPAC


Mailing Address

Cdr, Corpus Christi Army Depot


Attn: CPAC (Specialist)


308 Crecy Street


Corpus Christi, TX  78419-5280




