15 minute forum

The Keyboard
The tab key
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  In documents it creates an indent.  On fill-in forms it moves between entry boxes, such as on the logon screen or on web pages. 
Print Screen

[image: image2.png]


  Takes a picture of what is on your screen now that you can paste into a word document or email. Pressing the Alt key (next to the spacebar) while pressing the Print Screen key takes a picture of just the current window.
Insert, Home, end, Del, Backspace
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Insert is often pressed by accident & it causes the cursor to write over any text in front of it.

Home takes the cursor to the beginning of a line
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End takes you to the end of the line

- Holding the Shift key while pressing End or Home will allow you to select everything from where the cursor is to the beginning or end of the line.

Del deletes text to the right of the cursor (in front of)

Backspace deletes text to the left of the cursor (behind)

[image: image9.png]


Numlock

Toggles the pad to the right of the keyboard between the 2 sets of actions. Is one of the 3 lights that can be lit on the keyboard.
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Esc

Used to cancel things sometimes, get out of Full screen view or very therapeutic to hit in an emergency.
Caps Lock vs Shift
If you are just typing one or a few capitals then you can use the shift key.  Hold shift, press the letters you need & then let go once done.  This saves having to flick Caps lock on & off.
Mouse

Left Click

Normal click, what we mean by click.  The verb of the mouse, does things.
Right Click

The adverb of the mouse, describes, gives options.
Single Click

Selects
Double Click

Opens the target
Windows
Alt-Tab

Switches between open programs.  It also brings up a window to show the programs open you can flick between.
Explain min, max & close
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Minimise sends the program down to the bottom bar. Resize  makes window as big as the screen or as small as sized
Cross closes.

You can also double click the top bar to resize
Resizing windows
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Hover your mouse at the edge of a window and when the cursor looks like a double headed arrow you can click and drag to make a window bigger or smaller.
Keyboard searching
In a window with files and folders start typing and it will head to the file closest to that name.
Searching

Press Ctrl + E & the search bar will come up.  You can search by filename, content of file or by clicking the tick boxes more options will be available
Icons & what they tell you.
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Icons can give information.  It will tell you what program it will open with, if no program is associated or if it is a shortcut.  Above in order are a powerpoint file, an excel file, a word file, a file with no association & a shortcut indicator.
Views – Detail, tiles, icons, thumbnails

Change the view to get different information
Files & Folders
Making a folder

Right click, select “New” & then “Folder”
Selecting
3 different ways to select things:

-Shift & click will select all the items between the 2 things you click.

-Ctrl & click will select only the items you select but they could be all over the place

-Click (not on an icon) & hold will allow you to ‘lasso’ items.

These can be combined so you could shift & click a block of files & then ctrl & click to deselect files you don’t want.
White space clicking
To clear any selections click in the white space between icons
Difference between copy & cut

Copy duplicates the files. Cut deletes from the original location once in the new.
Drag and drop

Highlighted icons can be moved by clicking, holding and moving the mouse to the new location.  If a folder is highlighted in the new location everything will be moved into that folder.
Renaming

Right click an icon & select rename. Type the name you want.  DON’T use full stops or slashes
General
Highlighting & writing over text

If text is highlighted you can start typing to replace it or press the delete key to remove it.

Universal Short cuts
These work in almost every application.
Ctrl + A – Select all
Ctrl + Z – Undo

Ctrl + X – Cut

Ctrl + C – Copy

Ctrl + V - Paste

Ctrl + S – Save

Ctrl + P - Print

