IT Training for Teachers - “Key Tips” 

To be completed during the session (TEST at the end!)
	General

	Alt ‘Tab’
	

	Ctrl C
	

	Ctrl V
	

	Ctrl Z
	

	Ctrl Y
	

	PrtSc
	

	Alt PrtSc
	

	Word

	Shift Ctrl <

Shift Ctrl >
	

	Holding Shift whilst selecting
	

	Autograph

	Press Enter
	Quick way to [image: image1.png]


 Add Equation

	Space Bar
	In [image: image2.png]


 Slow Plot mode allows stop/start

	Whiteboard Mode
	[image: image3.png]


 This mode removes the need for holding the ‘shift’ key to select multiple objects

	
[image: image4.wmf]
	A really useful ‘tip’ when preparing worksheets with an image from Autograph is to reduce the ‘window’ size so that the image is roughly the size you want it to be in Word. Then use Ctrl-C to copy the image to be ‘pasted’ into your worksheet. This way you will not require a magnifying glass to read the axes, labels and equations!

	Excel

	To use ‘labels’ in formulae
	Tools - Options – Calculation . . . e.g. to use ‘x’ rather than ‘A2’ when preparing table of values for a graph 

	F4
	In a formula, after typing a cell reference fixes the cell. 

E.g. B2 is changed to $B$2

	Format

Cells
	Really useful when teaching fractions and decimals as it allows you to choose the appropriate representation.
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