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You know that old chestnut from composer Burt Bacharach, “Make it 
easy on yourself, ‘cause breaking up is so very hard to do?” Well, that’s 
what I want you to do. I want you to break up with your mouse. And I’m 
going to show you how to make it easy on yourself, by giving you a list of 
the most common, useful keyboard shortcuts in Microsoft Windows, 
Internet Explorer, Word and Outlook.

You’re probably using a few of  these shortcuts already, but a few will be new to you. !
Why do I want you to break up with your mouse? I want you to work on improving 
your relationship with your loyal, hardworking keyboard. It can’t be clicking-and-
dragging excitement all the time, you know! Sometimes that steady, faithful standby — 
your ever-suffering keyboard — is the best accessory for the job. Why? Because keeping 
your hands on your keyboard keeps you working more quickly than constantly reaching, 
reaching, reaching for that hard-to-get mouse. The closer you can stay to your keyboard 
home — and the less your hand strays over to that tempting mouse — the happier 
you’ll be in the long run. !
You won’t find all these shortcuts useful — just browse through the lists to see what 
might work best for the way you work. And know that this is just the tip of  the shortcut 
iceberg. If  you want to know more, just press that F1 key for Help and type "Keyboard 
Shortcuts’" in the Help search box. !
You’ll find a treasure trove of  ways to break up with your mouse. 
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Subscribe to Attorney at Work!
Sign up for our Daily Dispatch and Weekly Wrap, and you’ll 
get “one really good idea every day!” (It’s free.) Just visit 
www.attorneyatwork.com/subscribe.

Attorney at Work | “One Really Good Idea Every Day” | www.attorneyatwork.com


