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We'll cover time saving tricks for the:
e web
e google

smariphones
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] Google

One account. All of Google.

Sign in to continue to Gmail

When logging info a gmail

account you will not need
e to enter "@gmail.com”
after the username

Stay signed in Meed help?

Create an account

A

ELMHURST @gmail.com

PUBLIC LIBRARY

elmlib.org/facebook - elmlib.org/twitter - elmlib.org/yelp - elmlib.org/pinterest - elmlib.org/flickr + elmlib.org/youtube « elmlib.org/instagram



2 When going directly to a website in the
navigation bar (top bar) there is no need to
enter www. before entering the name of the
welbsite itself

'@ AQL - News, Sports, Weath: X u

€ - C [Jaol.com
-l Bt § 8
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€« - C A brookfield zog|

Q brockfield zoo

A, brookfield zoo jobs

A, brookfield zoo membership
A, brookfield zoo coupons

2, brookfield zoo admission
A, brookfield zoo map

Brookfield Zoo: Chicago Zoological Society

weww'. brookfieldzoo.org/ = Brookfield Zoo =

The Chicago Zoological Society is a private nonprofit organization that of
Brookfield Zoo on land owned by the Forest Preserves of Cook County,

a - & a - -

Another navigation bar trick: by entering a search term,
location, etc into the navigation bar and then hitting enter
the web browser will do a google or bing search
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“ C | @ htips “.WMV.QCOde.com:.u- brotsourceid=hromea-instsntriz =1C 1CHRX _ent 15401184018 lon=18espv =

GO~ Sle calc ) “

Web Shopping App maye May Morm =

Doing a google
search for 0
“Calculator” or

And x { ) % G
“calc” will bring up ~1 | el
google’s browser 1. 1 IR

based calculator 2

& tan
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This also
works for @

timer if you

« =>C Htps: /A google .com fwebhp Psolrceld=chrome-instant&rlz=1C 1CHFX_enlS4011540 S e O C

GO._:SIe timer o E “-I-imern

Web Shopping Images YWideos Apps hlaore = Search tools

About 51 600,000 results (0.16 seconds)

Sm 00 o

Start Reset

Send feedback
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8 e eamacy - ocse -

« =>C hitps: /v google .com webhp?sourceid=chrome-instant&rlz =1C 1CHFX_enlJS401U5401 &ion=18es

Google | geine ectmoiogy ¢ K. And a dictionary

Web Books Images Shopping YWideos Maore = Search tools If yOl.J enTer
“define” before
the word you
tech-nol-o-gy want the

Rek'naleje/ 4 meaning of

nown

About 208,000,000 results (0.34 seconds)

the application of scientific knowledge for practical purposes, especially in industry.
"advances in computer technology”

« tnachinery and equiprnent developed from the application of scientific knowledge.
» the branch of knowledge dealing with engineering or applied sciences.
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You can check the status of a flight by
typing in the airline and flight number

T —
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Goi Sle southwest 2349

Vel Maps Eheppang Mewy Images Mure =

About 674,000 resutts (0 33 seconds

Southwest Alrlines Flight 2349

On-time - arrives in 3 hours 1 min

MDW =—»-
Departed Chicago
Monday, July |

Seheauled 1150 AM Termuml

11:52AM - AdA

¢ K

Flight Numlber
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wen O ATAT a5 12:36 PM G ..
{ Messages  892-03 Contact
To tell when a text was sent in Py yo'wl'JWism
ios 7 slide the texts to the right route! Andu (4.8 stars) wil
to view their timestamp e e bl

Hi Greg, your Uber is
arriving now!

Maon, Bep oY

Hi Greg, your Uber is en
route! Tee (4.8 stars) will
pick you up in 10 minutes

Hi Greg, your Uber is
arriving now!

m Send
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3

Want to save a lot of time texting
on a smartphone, hit the space bar
twice — it will automatically enter @
period and capitalize the first letter
of the next sentence
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For Caps lock
double tap the shift
key until a small line
(or blue color) is
shown under the
upwards arrow
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In your Smartphone
settings you can
check data usage
and disable data
for specific apps
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sesee T 9:41 AM 100% e

{ Settings Cellular

Cellular Data O

Turn off cellular data to restrict all data to
Wi-Fi, including emalil, web browsing, and
push notifications.

Enable LTE @

Using LTE loads data faster.

Data Roaming 0

Turn off data roaming when traveling to
avold charges when web browsing and using
email and other data services.

Personal Hotspot Off
CALL TIME
Current Period 5 Days, 16 Hours
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] ] By hitting the middle
scroll button of a
mouse on a link, a
new tab will open up

Inversely if you click the
middle scroll button on a fab
it will close it

Hitting Ctrl + T will also open a new
tab
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Want to be secretive or keep your information
(search terms, passwords, and history) safe on
a public computer try incognito browsing
(chrome) or private browsing (firefox)

To open these functions up in Firefox they can
be accessed in “file” or in both by right
clicking and selecting new incognito (or
private) tab

ELMHURST Incognito
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During a powerpoint
presentation
(presentation mode)
hitting ‘b’ on the
keyboard will black
out a slide so people
can focus on you
instead of a slide
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Inserttab

Page tyout References Mailingt Review iew

Hitting control + enter e T [ HE [ D @ B (a) dosans: B0 Rime:
in Mircosoft Word and e Ty L] |-pen O i ol
Google docs will move =
the cursor to a new
page, one that is not
linked to others
(adding spaces, words
efc to previous pages - — |
will not cause content |8 DR A T — @saiauns
on the previous page Blank Page

to move down)

Symboly
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After highlighting something from a webpage,
] word document, excel document, etc., hitting
Ctrl + C will copy it. Hitting Cirl + V will paste if.

COPY: CTRL+C
PASTE: CTRL+V

ELMHURST Copy & Paste
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If you have been changing websites, hitting

Backspace OR Alt + «— will bring you back to

] 6 the last website you visited. Alt + — will bring
you forward to the most recent site you

e oy T | e T —— visited.
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Need to make website text largere Hitting Cirl
+ + zooms in. Hifting Cirl + - zooms out.
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] 8 Easily scroll up and down a website by
using the scroll wheel.

Don’'t have a mouse?¢ Hitting the space

bar will scroll down the page. Hitting Shift
+ space bar will scroll up.
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will limit your results to only those

‘| 9 Typing quotes around a google term
that contain the entire quote

B deago blechawis 2avkey  x
B it et . »
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8 mnwonBosks AmmaentvD (B8N ) BAT. TSI W Ecchnads || CATAWOG | Databeses | 5Pt (D ERPvtest || B

Go gle inchas to cm @an
Need to convert inches to
centimeters, milliliters o g : » T

gallons, or fahrenheit to |l
celciuse Type your

conversion terms into

google and it will bring up

google’s unit converter
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Hopefully these tips will save
you a fon of fime — in addition
they are all on the handout!
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