
Monday Models - Quickie Tech Tips

Mouse options:

Single left click
= selects an icon

Double left click  
= opens or launches that icon 

Right click   

= gives options (menu) on that icon
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Setting Your Homepage:

Open Internet Explorer

Tools – Internet Options – General Tab
– type or paste the address you want for your homepage
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Taskbar Management:

· Right click: unlock the taskbar ( this will allow you to edit )

· Create shortcuts of programs to your desktop 

· right click on the program: choose - Send To - Desktop (create shortcut)

· Drag the shortcut to your taskbar ( you can then delete the shortcuts on your desktop )

· Right click: lock the taskbar 
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Keyboard Short Cuts ( you can view these in the menu bar)
CTRL + S 

= save 

CTRL + C

= copy 

CTRL + X

= cut

CTRL + V

= paste

CTRL + A

= select all 

CTRL + Z

= undo the last action
CTRL + B

= bold

CTRL + U

= underline

CTRL + F

= find / replace
More Helpful Tips:
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Document
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Find: Ctrl + F
Find a word/phrase in a document
· Replace: Ctrl + F ( second tab )
Find What: _____
Replace With: _____
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Web
· Find: Ctrl + F
Find a word/phrase on a webpage
Making Folders
· Right Click - Choose “New”  - Select “Folder”

· The words “New Folder” are highlighted in blue - RENAME folder by typing in the box

· Using the same process, you can make folders within folders
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Folder up button: to navigate up folder levels

      View: Icon, Detail, Tiles, List, ( Filmstrip and Thumbnails are good for images )

Moving Folders
· Drag and drop is one easy option—remember to hold down on left click

· Copy (replicates folder and contents) and paste
· Cut  (delete folder and contents in original placement) and paste into new placement

· Delete
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Selecting Multiple Files
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Screen Shots

· Alt – Prnt Scrn

Edit – Paste ( Ctrl + V )
Use your Picture Toolbar to edit the image    

more on TOOLBARS
Lock your computer

· Ctrl + Alt + Del – choose Lock Computer

( see Using Flash Drives and Burning CD handout )

FLASH DRIVE: taking your work with you (aka: Thumb Drive, USB Drive, Key Chain Disk, Memory Stick)


Place it in an available USB port.  

· Option 1:

· Wait for Windows to recognize it.  

· Select appropriate option in the window that appears

· Option 2:

· Open by going to – My Computer and selecting 
your flash drive.  

Rename: Right click thumb drive, and select “rename” option.

Drag files on or off of drive
REMOVE from your computer:  Use the small icon in the 
lower right hand taskbar tray to safely eject your thumb drive

Using a CD to backup or transport files:

· Place the blank CD in your CD tray
· Right click on the file or folder you want to burn to the CD:

· Choose “Send To” - “CD” Drive (usually the “D” drive)

· Click on the yellow balloon in the bottom right taskbar to view the files 

· In the left column select
 “Write these files to CD”
· Follow the direction in the wizard
Save a File Hyperlinked on the web ( example today’s Quickie Tech Tips )
http://www.littletonpublicschools.net/forStaff/TechnologyResources/HandoutsandHelp/tabid/246/Default.aspx
Right click – Save Target As – Save to a location / Rename if you want
Organize/Create Outlook (Email) Folders
Organize Bookmarks in Internet Explorer
Q & A

Shift: ( hold down ) click the first file you want to select and then click the last file you want to select.  By holding down the SHIFT key - this will select all the files in between





Ctrl: ( hold down ) click the individual files you want to select.  By holding down the CTRL key - this will select individual files.
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