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7 Little-Known Windows Features That Save Time

Windows has a treasure trove of little-known features that can make your workflow faster and more efficient.

If you use Windows on adaily basis, chances are you're familiar with all the basics - Snap Layouts, the taskbar,
and switching between tasks with Alt + Tab . However, Windows has a treasure trove of lesser-known features
that can make your workflow faster and more efficient.

1. Window Switcher (Win + Tab)

Unlike the task switcher (Alt + Tab) which lets you switch between tasks on the current desktop, the window
switcher (Win + Tab) lets you switch between al your virtual desktops.

Creating virtual desktopsin Windowsis easy, but you might wonder why you need them in the first place.
They're not like having multiple monitors, where you can keep track of different desktops on multiple screens at
once. Instead, virtual desktops are a great way to organize your tasks on your computer.

Y ou can easily set up virtual desktops to open work tasks, like email, project management tools, and note-taking
apps, on one desktop. Then, on another desktop, you can open entertainment tasks, like Spotify and games.

Once you create a virtual desktop, you will need the Win + Tab shortcut to open Task View and show all your
virtual desktops.

There are other shortcuts you can use, including Win + Ctrl + D to create a new virtual desktop and Win + Ctrl|
+ Right/L eft to switch between virtual desktops, but Win + Tab is the best shortcut to see them all and navigate

properly.
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2. Clipboard History (Win + V)

Hardly anyone uses a computer without having to copy and paste.

Most of the time, we copy things from one task, maybe in Chrome or Edge, and paste them into another
application. Y ou might have to copy things from multiple places, all to paste them into the same document. Now
imagine all the back and forth you have to do to get that done.

Luckily, Microsoft has added a handy feature to help with this. Now, you can copy all the items you need and
access them all at once by pressing Win + V . This shortcut will launch Clipboard History, which lets you see a
list of al the items you've recently copied, not just the last one.
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Thisfeature is a game changer for anyone who needs to manage text, images, or links. Instead of switching back
and forth between documents to copy different items, you can load your clipboard with everything you need
(about 25 items at atime) and paste it wherever you want.

If for some reason you still can't do it, make sure you have Clipboard History enabled in Windows.

3. Quick Assist
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Do you need technical help from afriend or colleague but can't meet in person? Windows has a built-in remote
support tool called Quick Assist that lets you give or receive help remotely.

Instead of struggling to explain a problem over the phone or video chat, you can invite someone to view your
screen, take over your computer, and fix whatever problem you're having.

Thisfeature is especially useful if you are someone who often has to help your parents or friends with their
technology problems. Plus, it is easy to use and you don't need to install any third-party software.

There are several ways to open the Quick Assist tool, but the easiest isto pressWin + Ctrl + Q .

4. Favoritesbar in File Explorer

Y ou may aready know about the Quick access bar, which lets you pin and easily access your most used folders.
The Favorites bar is pretty much the same, but for files.

Navigating through multiple folders just to find an important file isn't fun, especialy when you'rein ahurry.
Luckily, you can add your most used filesto Favoritesin File Explorer.

Just right-click on any file and click Add to Favorites. Once added to Favorites, these files will always be just a
click away.




5. Voice Typing Tool (Win + H)

If typing long documents or emailsis apain, you should try thistool. By pressing Win + H , you can dictate text
into any text box.
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You can start voice typing any time you're in a
text box by selecting Windows key 58 + H or
the mic button in the touch keyboard.

Got It

Whether you're writing a report, replying to a message, or taking notes, speaking your thoughts out loud can be
much faster than typing them out manually.

In addition, Windows Voice Typing has been significantly improved in terms of accuracy. In addition, this tool
can be alifesaver when your hands are too busy to type or when you want to save time.

If you're having trouble using the VVoice Typing tool, there are some easy fixes you can try.

6. Storage Sense

Thistool is especialy useful if you're constantly trying to figure out what's taking up too much disk space on
your Windows PC. Finding out which files are taking up too much space and then manually cleaning up disk
space can be a pain, especially if you're dealing with large files on aregular basis.

Storage Sense automates this process by regularly cleaning up unnecessary temporary files. It will empty your
recycle bin, manage old downloads that take up space, and even clean up local cloud content associated with
your OneDrive account.

The best part is that you can easily customize Storage Sense to run automatically at regular intervals or clean up
storage based on your preferences.
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System > Storage > Storage Sense

Cleanup of temporary files
Keep Windows running smoathly by automatically cleaning up temporary system and app files
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Say goodbye to searching for filesto delete when your hard drive is full and let Storage Sense help you keep
your system clean without having to lift afinger.

7. Emoji Picker (Win + )

Whether you're chatting with a co-worker or looking to add alittle pizzazz to your social media posts and bio,
inserting an emoji is almost always a necessity. Once you're in the relevant text field, pressWin + . to open the

emoji picker.

From smileys to kaomoji (emojis with regular text) and even special symbols, you can add these expressions to
amost any chat or document. It's a small feature but can save you time searching for emojis and make your

writing more interesting.
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By using these little-known Windows features, you can save minutes—or even hours—in your daily workflow.
Try incorporating some (or all) of these features into your routine, and you might find yourself wondering how

you ever got along without them.



Y ou finished reading the article "7 Little-Known Windows Features That Save Time" edited by the
TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for
similar articles on tips and guides. Thank you for reading and for following us regularly.
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