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Tooltips and Shortcut Keys

What are ‘tooltips’?
These are small boxes that are 
displayed when you hover your 
cursor over items such as button 
in the toolbar or ribbon.  They 
generally provide information as 
to what the button does.

What are ‘shortcut keys’? 
‘Shortcut Keys’ are keyboard commands that allow you to 
perform certain functions, often quicker than using the mouse 
to navigate through the various ribbons.

Shortcut keys will normally be written in the format ‘Ctrl + 
X’ which means you should press <Ctrl> (Control) and <X> 
together. 

Shortcut key commands generally vary from program to 
program.  Some, however, are standard across many programs 
including those for:

• Cut <Ctrl> + <X>
• Copy <Ctrl> + <C>
• 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.


