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Do you ever get tired of using your mouse to do everything? Windows includes many keyboard
shortcuts. You don’t have to remove your hands from the keyboard to do certain things like Copy,
Paste, and Save.

Two keys are particularly important to remember when using
shortcuts: the Ctrl key and the Windows key.

You must hold down the keys in combination with other keys to
use the shortcuts.
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Please call the IT Department if you have any questions regarding the information presented here. The

extension for the IT Help Desk is 7878.
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