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Hot Tips and Tricks - Word
Use assorted Function Keys (F-keys) assigned to supplement your document. 
Apply specific icons for tables and columns and formatting. 
Shortcuts for foreign language accent marks. 
Bullet and number list shortcuts. 
Using character codes.
 
Customize Toolbar icons. 
Repeating your last command.
 
Use 
cut,
 copy and paste hot keys and shortcuts. 
Make calculations in a Word document. 
Never have to type today’s date and time in your document. 
Shortcuts to the Help Screens and Tool Tips.
 
Close multiple documents faster. 
Secrets for making colorful lines within your document.
 
In addition, many more specific hotkeys for Word.
 
Plus handouts of all keyboard shortcut and hotkeys.
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