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Helpful PC Computer Commands & Shortcuts
1. Control (Ctrl) s = save; or, click FILE and SAVE
2. Hit FILE, then SAVE AS in the toolbar on top of your screen to copy your file and give it a new name

3. Home = cursor goes to beginning of line

4. End = cursor goes to end of line 

5. Ctrl Home = cursor goes to beginning of document

6. Ctrl End = cursor goes to end of document

7. Ctrl x = cut
8. Ctrl c = copy

9. Ctrl v = paste

10. Ctrl a = highlights entire document

11. Ctrl a, together with Ctrl 2 = double spaces document

12. Ctrl a, together with selecting font and font size in the toolbar on top of your screen allows you to change from Times New Roman 12 to Arial 10
13. Ctrl arrow to the left or right allows you to jump from word to word quickly
14. Ctrl u = underline text; you can also underline any text you wish to have underlined, and then click u at the toolbar.  Just remember: if you no longer need text to be underlined, click u one more time.
15. Ctrl b = boldface text.  Do not use boldface for MLA-formatted papers.
16. Ctrl Enter = page break, which you need to separate your Works Cited page from the main body of your text in your documented essay or your research paper
17. Delete = delete text to the right of the cursor 

18. Backspace = delete text to the left of the cursor

19. Tab = your cursor will jump to the right by ½” and is an important part of the MLA format to indicate to your reader that you have begun a new paragraph.  Do not hit the spacebar five times.
20. Spacebar = Each time you hit the space bar, you will create one space (Ex: after a period at the end of an abbreviation); if you hit it twice (Ex: after a period at the end of a sentence) you will create two spaces.  
Finding and replacing passive verbs and repeating words

Click CTRL+F, type in (the first passive verb on this list) “am” (without quotation marks), then click MORE, click WHOLE WORDS ONLY, and finally click HIGHLIGHT ALL to search for every occurrence of “am.”   This system will highlight all those occurrences of “am” in yellow.  Then replace all yellow-highlighted terms with active verbs, except for birth and victim status situations.  After following this process, repeat this procedure until you have found and replaced every passive verb in your essay.  
How to create automatic pagination in MLA format
You must follow these steps in exactly the same sequence as described below:
1. Click VIEW on top of your tool bar
2. Click HEADER AND FOOTER
3. Click Right Align (third box in toolbar on top of your screen)
4. Type your last name plus one space
5. Click the first number symbol on the small toolbar in the middle of your screen which will automatically number your document
6. Highlight both your last name and the page number
7. Select Arial 10 on the top toolbar
8. Click CLOSE to make your pagination permanent
Starting a document with a page number other than 1: If you are numbering a whole series of documents (for example, in your Text Analysis Portfolio and your Class Notes Portfolio), but want them to get numbered consecutively, click the third icon on the small Header and Footer toolbar--a number sign with a small hand that opens the Page Number Format window--then click the up or down on arrows at the bottom of the Page Number Format window to start page numbering from exactly the number you want.

How to create and format a numbered list


1. If you have already written the text and want to add numbers to it:

2. Select a written list (without numbers written in)

3. Use the numbering icon in the toolbar, or go to FORMAT and select BULLETS AND NUMBERING to insert numbers.

4. To customize the format so the list lines up with the left margin, use the first line indent and the left indent markers (two facing triangles located on the ruler toolbar at the top of the screen) and the left tab indent (small, black L) in the following sequence:

a. Drag the left tab marker (the black L) to the 1/4 inch mark.

b. Drag the left indent marker (the triangle facing up) to the 1/2 inch mark.

c. Drag the first line indent (the triangle facing down) to the left margin (at the gray) if it is not already there.

5. To create the a. b. c., hit tab at the front of the line of text and adjust the format accordingly
6. To move back from a. b. c. to the numbers, hit shift and tab

Or, if you know you want to create a numbered list for text you are about to type, you can also select either of these options and the numbers will insert every time you hit Enter/Return.
How to copy a file from the web onto your hard drive, disk, or memory stick

The following process will allow you to store as many documents from helpful web pages onto your hard drive, disk, or memory stick as you wish, so that you can then read them, copy them, even edit them, if need be.  It also means that you can access these files at all times, whether or not you are connected to the Internet.

1. Go to the website of your choice, including the DCCC faculty webpage.

2. Bring up the file of your choice, for example, “Helpful Computer Commands.”

3. When a window pops up, offering the options of “Open with” or “Save to Disk,” select “Save to Disk.”

4. Press OK.

5. Another window will pop up. From the drop down menu at the top, select the location where you would like to store the file, for example, Local Disk (C:). 

6. Then go to the directory of your choice on your hard drive, disk, or memory stick, and scroll through to the folder of your choice, for example, DCCC.

7. Rename the file if you like, for example, “Helpful Computer Commands, 2007-09-13” now becomes ““Helpful Computer Commands, 2007-09-20” or any other identifier of your choice.

8. Press Save.

E-mail safety: Please make sure to send yourself an email of every draft that you have worked on in this class so that no matter what happens, you always have access to your evolving essays and papers.  
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