Shortcuts, File Management & Google Test Review
                                 

KEY     

Windows Shortcut Keys
1. To toggle between several programs that are open in your computer, press ______________ and _____________. Alt + Tab
2. When a program is frozen and nothing works, break in and close the program by pressing _______________, _______________ and ______________ all at one time.  Ctrl + Alt + Delete
3. To select all the text at one time, press ______________ and _____________.  Ctrl + A
4. To copy and cut text, press ______________ and _____________. Ctrl + X
5. To minimize all of the programs that are currently open and return to the desktop, press ______________ and _____________ at the same time. Windows + M
6. To copy text, highlight it and press ______________ and _____________. 

            Ctrl + C
7. To paste text, put your cursor where it is to be pasted and press ______________ and _____________.  Ctrl + V


8. To bold a selection of text, highlight it and press ___________ and ____________.  Ctrl + B


9. To close a program, press ______________ and _____________. Alt + F4
10. To undo your last action, press ______________ and _____________.  As you continue to press these two keys, you can back up further and further. Ctrl + Z


11.  To redo your last action press _____________ and _______________.  As you continue to press these two keys, you will redo further and further. Ctrl + Y


12. To make a line break, press ______________ and _____________. Shift + Enter


13. To print your document, press ______________ and _____________. Ctrl + P


14. To save a program, press ______________ and _____________. Ctrl + S
File Management

15. Filenames have all lower __________ letters (except for the WM) and skip no ____________. case , spaces


16. Folders start with ______________________ and skip no ______________. capital letters, spaces
17. To create a folder anywhere in Windows, do a ____________ click, select ____________ and then select _______________. right, New, Folder
18. To delete a file, click on the file ___________ and then press the ___________ key. once, Delete
19. To open a file from a folder, ___________ click on it. double
20. The __________________ view of the filenames in a folder shows large icons and images. Thumbnail

21. The ______________ view of the filenames in a folder shows their size, type and date saved. Details
22. To rename a filename, click on it once and press the ________ key. F2
23. File _____________ are the three or four letters that come after the dot in a filename.  They tell computers and programs what type of file they are dealing with. extensions


24. What kinds of files have these extensions?

a) .txt text file

b) .exe  programs

c) .html web page

d) .psd, jpg, gif  images

 e) .doc Word document

Google

25. To search for a topic, enter descriptive ________________ into the _______________. search terms, search field
26. Google does not care whether your search words are upper or lower case.  This means it is not _________________________. case sensitive
27. The first line of a result from a Google search is ________________________________. the title from the blue title bar of the web page
28. To search for an entire phrase, put ____________ around the words in the phrase.

Quotes

29. A Google search will give you excerpts from the web pages with the _____________________ in bold.  search terms
30. When Google finds multiple results from the same web site, it gives the _______________________ one first.  The next result from this site will show up below the first and _____________.  most relevant , indented
