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	These are useful Windows shortcuts that use the keyboard.  They will work in most of the newest application programs designed for the Windows environment.

For these to work, all the keys in a shortcut must be held down at the same time.  The best way to do this is to press the first key, and then while holding that down, press the second key.
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1. To Copy - Ctrl + C

2. To Paste - Ctrl + V

3. To Cut and Copy – Ctrl + X

4. To Print – Ctrl + P

5. To Save – Ctrl + S
6. To select all the text on a page or all files in a folder - Ctrl + A

7. To bold text or unbold it – Select normal text and then Ctrl + B.  To unbold, select bold text and then Ctrl + B

Note: This is an example of toggle switch – press it once to turn it on, press it again to turn it off.

8. To undo your last step – Ctrl + Z 
Depending on what program you are in, you may also be able to undo many of your last steps.  You can do this in Word and Photoshop, but not in Notepad

9. To redo your last step – Ctrl + Y 

10. To insert a line break  -- Shift + Enter

This breaks the formatting currently in place.  A good time to use it, for example, is when you are using automatic bullets in a list yet want a sentence to be under a certain bulleted topic, not start a new bulleted topic automatically.

· Topic 1

· Topic 2
This is the sentence that has no bullet.
· Topic 3


11. To toggle between programs - Alt + Tab

If you have more than two programs open, hold the Alt down and while holding that down, tap the Tab once (while still holding the Alt down.)  A pop-up box with icons will appear.  As you tap the Tab key you’ll notice a square will move over the different icons and a description for each program will appear.  Tap the Tab key until the box is over the program you want, then remove your hand from all the keys.

12. To minimize all open windows – Windows + M
13. To close a stalled program  - Ctrl + Alt + Delete

When the Close Program box appears, click the End Task button.  Another box may also appear and you will have to press an End Task button.  

14. To close a functioning program - Alt + F4
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