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SHORTCUT KEYS ARE USEFUL.  They are often quicker and more convenient than using the mouse, and can be used when the mouse is not working!

Using the menu bar at the top of the screen, find out what the short cut keys are for these actions, first on Textease, then on Word.

	Action
	Shortcut Key

Textease
	Shortcut Key

Word

	Save 
	
	

	Save as
	
	

	Print
	
	

	Undo the last change
	
	

	Change a selected piece of text into bold
	
	

	Change a selected piece of text into italics
	
	

	Underline a selected piece of text
	
	

	Select everything
	
	

	Replace – you want to find a certain word and replace it with another
	
	

	Cut a selection of text
	
	

	Copy a selection of text
	
	

	Paste a selection of text
	
	

	
	
	


What have you discovered?

