Tooltips and Shortcut Keys

What are ‘tooltips’? What are ‘shortcut keys’?
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Shortcut key commands generally vary from program to
program. Some, however, are standard across many programs
including those for:

e Cut <Ctrl> + <X>
e Copy <Ctrl> + <C>
e Paste <Ctrl> + <V>

If a shortcut is available for a menu option it is usually listed
in the tooltip if you hover your cursor over the button in the
ribbon.
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