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The CTRL and ALT Keys 
Since the beginning of computer-time, keyboards have had 
two keys on either side of the SPACEBAR that when pressed 
by themselves, don’t do a darn thing! I’m referring to the CTRL 
and ALT keys. Instead of working by themselves, they are used 
in combination with other keys to quickly do certain tasks 
(shortcuts). 

The WIN key 
This key was added to keyboards in the 1990’s as another key 
that Windows users could use in combination with other keys 
to do tasks. 

ESC and “F” Keys 
These keys are at the top of the keyboard, and work in various 
ways depending upon the program you are using. 

How to “do” the shortcuts 
Doing a keyboard shortcut is NOT the processing of trying to press both keys at exactly the same time! Instead do this… 

(1) Hold down the first key (such as CTRL) 
(2) Press and release the 2

nd
 key (such as C)(do NOT hold it down, just press and let go) 

(3) Let go of the first key 


