[image: image1.jpg]AKO PANUKU

Inspiring Learning

I VNI VIEITNEITNEITNEIVNEIVNEIINEIVNES





IT Tips
TO QUICKLY HIGHLIGHT WORDS/PARAGRAPHS:

· To highlight one word simply double click on that word
· To highlight a whole paragraph triple click on any word/paragraph
TO SELECT MORE THAN ONE DOCUMENT AT A TIME:

· In Open File mode, single click on the document

· Then hold the “Ctrl” (Control) button
· Click on other documents you wish to be selected.

This function is ideal for selecting photos or moving more then one document into a folder instead of selecting a photo/document one by one.

TO CHANGE CASE:
· To change a word lower or upper case word

· Click on “Home”tab top on your page 
· Then click on the little icon “Aa”
TO INSERT HYPERLINK:

In a document or email, 
· Select the word you would like hyperlinked, 
· Right click on the word and select “Hyperlink”.  
· Insert Hyperlink box will appear on your screen, 
· Find, then double click on document to be hyperlinked.

TO EJECT A PENDRIVE/USB SAFELY AND MOVING:

At the bottom right hand corner of the Task bar (where icons are located), find green arrow indicating  the pendrive/USB, left click, once it notifies you to safely remove USB, click on the message “Safely remove USB Mass Storage”.  Wait for the next message that indicates it is now safe to remove pendrive/USB from computer. This is an important step as data may not be saved properly of you could damage your USB if you do not remove the USB safely form your computer.
TO SEARCH BY EXPLORE:

If using Microsoft 2003:

· Right click on Start 
· Select Explore

· Click on the “Search” button (top of page below the Tools tab).  The search box will appear on left hand side of the screen and type in the document you wish to search for.
If using Microsoft 2010

· Right click on Start, 
· Select Explore, 
· Click in the “Search” box (top right hand corner) and type in the document you wish to search for
TO SAVE A DOCUMENT SO YOU CAN FIND IT AGAIN (!):

Create a basic filing system starting with sub folders within “My Documents” that are relevant to your work.  This will help you save your documents correctly and also easy to find. 
Add a date to each file name, so that you can also search on the date, and so you know which is the latest version of a document.

TO SAVE A DOCUMENT AS PDF:

To save any Microsoft documents (Word, Excel, Publisher, and Power Point) as a PDF doc:

· Click on the “File” tab top left hand corner, 
· Click “Save as”, 
· Select where you would like your file to be saved, 
· Go to the “Save as type” drop down and select PDF.  
This will convert your Microsoft document into a PDF document.

TO ATTACH A DOCUMENT TO AN EMAIL:

· Open new email, press “Attach File” 
· Insert file will appear, 
· Select location of where document is saved, 
· Double click on document to attach to your email
Helpful Hint: Attach your doc before you write your email.

TO VIEW SPLIT SCREEEN/SYNCHRONOUS SCROLLING: 

By clicking on the “View”tab, then “View Side by Side” button, this funtion will allow you to compare documents side by side.  While both documents are open, by clicking on “Synchronous Scrolling” button under the “View Side by Side” button, this function will allow you to scroll up and down the two documents seperately.

This function is useful for referencing earlier or later portions of content or moving content from one portion of a document to another
TO PREVIEW YOUR EMAIL MESSAGES
To preview part or all of a message without having to open the email, simply click on the “View” tab, click on “Change View”. This function will give you the different layouts to view your emails. If you choose  “Compact View” this will show part of the message without having to open it.

PRINT SCREEN:

Microsoft Word, Excel, Power Point:

· Open new document, 
· click on “Insert” tab, 
· click “Screen shot” a drop down of the current programmes/documents you have opened will appear 
· Select the programme/document you would like a screen shot of and this will be copied into your newly open
Emails:

· Open new email, 
· click on “Insert” tab

· click “Screen shot” a drop down of the current programmes/documents you have opened will appear

· Select the programme/document you would like a screen shot of and this will be copied into your newly open document
DROPBOX:
Dropbox is a free service that lets you bring your photos, docs, and videos anywhere and share them easily.  Click on the link below to access/Download Dropbox to your computer/alptop and follow the instructions to  to download
https://www.dropbox.com/ 

THE MĀORI “i” (AUTO CORRECT):
Getting hōhā of the capital “I” in your Māori Language?  Here are some quick steps to solve the problem:
Microsoft Word:
Click on the File tab (top left hand corner), click “Options”, then  “Proofing” (which is located on the left hand side panel of “Word options” box), click on “Auto Correct Options”. Find the correction for making the little ‘i’ into a bid ‘I’ and delete this off the Auto Correct Options. 
Emails:
Click on the File tab (top left hand corner), click “Options”, then “Mail” (which is located on the left hand side panel of “Outlook options” box), click on “Spelling and Auto Correct”, then “Auto Correct Options”. Follow same steps above.
DOWNLOAD MACRONISER (TOHU TŌ):

Don’t have a macroniser on your computer/laptop?.  By clicking on below link and following each step, the macronisor software will be downloaded on your computer/laptop and ready to use.
http://www.tetaurawhiri.govt.nz/english/resources_e/download/keyboard.shtml 

KEY SHORT CUTS:
Here are some quick keys that will be useful to know:
	Ctrl  A
	Select All
	Ctrl  Y
	Re-Do
	Ctrl  I
	Italics
	F1
	Help Button

	Ctrl  X
	Cut
	Ctrl  B
	Bold
	Ctrl  U
	Underline
	F5
	Find & Replace

	Ctrl  C:
	Copy
	Ctrl  Z 
	Undo
	Ctrl  N
	To create blank doc in word/email
	F7
	Spellcheck/Turn on spell check

	Ctrl  V
	Paste
	Ctrl  S


	Save
	Ctrl  O
	Open a new doc in Word
	F12
	Save As

	Alt Tab
	By holding the “ALT” button down, use the “Tab” button to scroll across to select the programme/document you wish to work in


USEFUL LINKS:
Here are some helpful links for useful ICT tips that may come in handy:
http://pogue.blogs.nytimes.com/2008/10/02/tech-tips-for-the-basic-computer-user/
http://mashable.com/2012/01/25/google-calendar-tips/
http://tips4teachers.blogspot.co.nz/
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