How to Email a Teacher

Subject Line.
2-5 word summary of the email
*Homework Help for Period 2 Cohort A Science”
“Extension required Period 3 Cohort B English”

Start the message with a greeting.
“Hello”
“Good afternoon”

Specific question. Get to the point with details.
“Math Period 3 Homework, page 7, question 5.
How do | solve for x”

Closing.
“Thank You”

Sign your full name and Class.
“N. Whitehead, English 12U Period 2"



How to Login to the WiFi

1. Forget Secure network. ‘h~

2. Turn off wifi.
3. Turn on wifl. .
4. Select secure network.

5.Choose Peap.

6.Certificate, choose “do not authenticate”

7. Username: dsbnac\ username
Password: password




» Microsoft

16 essential keyboard shortcuts
for Microsoft Teams

Windows macQ5s
Mute/unmute Ctrl|| Shift| M Command | Shift, M
Turn camera on/off Ctrl || Shift || O Command || Shift | O
Meetings and calls Blur background Cirl| shitt| P Command | Skift| P
sen Start a new chat i) N Command
Attach a file Cirl|[ O Command || O
Messaging Discover emaoiji + | word - | word
Edit your last message sent Up amow Up ammow
\ Open Activity cird)| 1 Command || 1
Open Chat Cirl)| 2 Command || 2
0 . Open Teams Cird)| 3 Command || 3
Navigation
Open Calendar Cirl|| 4 Command | 4
Open Calls Cirl)| 5 Command || 5
Open Files Cirl| 6 Command || &
p Go to Search Ctr|| E Command || E
Shew commands Ctrl|| f Command || f
General Show all keyboard shortouts Ctrl| . Command

For maore tips, videos, help, and training visit

aka.ms/teamshelp




KevBoard Shortcuts

Ctrl + A Select A Ctrl+ R Align Right
Ctrl+B Bold Ctrl+S Save

Ctrl + C Copy Ctrl + U Underline

Ctrl+D Fill Down Ctrl +V Paste

Ctrl+ E Center Ctrl + W Close

Ctrl+F Find Ctrl + X Cut

Ctrl+G Goto Ctrl +Y Repeat

Ctrl + H Replace Ctrl+Z Undo

Ctrl + 1 Italic Ctrl + Enter New Page

Ctrl + K Insert Hyperlink Ctrl + Home Go to beginning of doc
Ctrl+ L Align Left

Ctrl+ O Open Ctrl + Shift+ L Insert Bullet Point
Ctrl+P Print Shift + Alt + D Insert Date




BASIC SHORTCUT KEYS
AE < F Fil mesnap opB00s i pument progeeen
AN < E Edil opfiofs; inoumind program
Fi Universal haslp (e all prograns)
Cirk+ & Sploct o jeal
Cirl + X Cul solacied Btm
Shilfl « D Gl Sadeciag wem
Cirls G Copy selected fem
Cidsing  Copy seleciod iem
Cifl s ¥ Paiin
Shifl «ine.  Pasin
Home G b beginning of cument king
Cirl + Homid  Gio b besginning of document
End 13 bo and of cument bna
Cid«End Goto and of document
Bhifl + Home  Highlght fram cument posion io begining of ing
Bhi o Erd  Faghhot from cuvest pastion 1o end of Bne
Cird + + Morvn D3 wod o Tha Sall a1 3 me
Cirl 4 =+ Mheren oost woend 4 B right a1 @ Gme
MICROSOFT" WINDOWS® SHORTCUT KEYS
Aln « Tab Swelch between opan agpicalons
Al s Swalch backwands birtwian ogen
Shif + Tab  apphcatons
“E + Priet Cregip screan shod dor curent program
GOl + A+ Dl Rabeob Windoers® Lisi masages
Cid+ Esc . Breg up slan meny
Al s Esc Swlchi batween spplications on Lskhba
F2 Fanama sebiciad oo
] Siart find from desidop
P4 Cipan tha diive salection when brpwsing
F5 Hedresh tomens
Al « F4 (Hese cisment open program
Cirl & F4 (loese window' In program
Cifl s s Autornatically adfust wisth of 4 columes
Ky ift Wit Exgfi
Alt 5 Enter Twmmam-:m
Shif 4 F10 Simulale sighl-chth on seecied dem
Shill « Dl Daisde programs les permanantly
Hesding Zhif
During Bookp Boct safik modd o bypass sysem Bles

Shit  Wren in an sucko G0, will prevent

Wm m%m

WINKEY SHORTCUTS
WINKEY « ' Bring desking i the bop of sther windows
WINKEY + W Minémizg all windows
WINKEY & e Hh rinimize dond by WINKEY + M
SHIFT « M and WINKEY + B
WINKEY « E Opon Mcrosol Explongr
WINKEY & Tab  Cycle throogf opén programs on Fiskiar
WINKEY « F Desplary' e Windiows™ SearchyFnd fealure
ATRREY+ Display P search for computies window
WIRKEY « F1  Despliy T Marasol! Windiws” heip
WINKEY « B Opan the ron window

¥4

e Rteag, 00 1 Sys3em propartes window
WINKEY « U Ojpen uiity manages
WINKEY « L Lock ¥ computer (Windows. (0P & L)

Sho'rtcuts

L

§ S __?:E?F_S?JEEIM Characte:s

&

EMEAT 7 Seloct a8 contents of the page
B« B Boid hghighiesd selecton
TG Copy selected et

= Gut solacted foxl

Cle M Open newiiari dosument
40 Open cptens

B wPE | Dpen e prind wiesks

CHEFE | Oponfindbox

Cirlel  Raboizo highighied selecion
CireK st ik

BIHEU | Underien highiahted sesction
OV Paste

Gl e Y Bnck the last action pedormed
CrleZ  Undolast action

CirleH | Fin and repiace opions

il d Sty panageaph abgrment

e &L Akgn sabcted feo o Bne bo the lek
T+ Aign sslected paragraph 1o the lef
ICIEFET T Align selacted lext o ing fo the center
BiHS R Algn sskecmed texi o bne b [he right
GHENT T indent the paragraph

CirleT Hasping incent

TH4D For options

Ciis S F Change the fore

Gl Shille> | Increase selected fon «1

TUFT | increase selecied fom +1
jﬁmﬂiq Decieass sabbcled lon -1
B« Docreass sebecied ot -1

Corla Shfl e " Wiew or hide ron penting chavactids
R E | Movn ora wond 85 the ek
[ Mosn ond woed 5 the rghl
Cilet | Move i beginring of the ine of pasagrah
Cided  Move i the end of % patagraph

Cirl oDl Dot word b right of curser

ol Bciipicn . Diviate word 19 bR f curser
Gt ¥ End’ | Mo cummer 00 end of documn|
Cirl + Home | Mavn cursor i bigineing of documont
i+ Space  Flassel hghbahied tast o dedault fand

Cel’  Singlespack lnes
Gl Eouklo-spacs fnes
i &5 1580 spacng

G C A1 Change 1o 80 haading t
[BIr WA 2 Change tex 1o heading 2
m.ﬂmaammuma

F . Opennep

i+ F3. Change case of selected text
'5he + Insort- Paste
i | Ripeat kst action perormed (Woed 2000+
2 Spell chack solacted tead ancor document
ﬂ{m | Actvate e thesauns
2 Savn a5
Cri+S  Sme
B Fi2 Sme

AN &SN« insort the currant date
W Close document
1

EXCEL® SHORTCUT KEYS

" Edit the selached el
5 - 650 bo i specific ool
Fr Spell chack Selciod taxt andior document
' Grealn chant
£l + Shifl ¢« 5 Emier Py cument tima
el +; Enfer #a ciamend date
A« 5hilf s BT Wnser nirw weorkshos
'E‘H-H'_' Dipen the Exdel” Iomuka window
IShit+ F§~  Bring up search boo
Cirl + & Sefect ol conlents of workthial
Ciel 4 B Bloid highlighbid selaction
e e Eakcira highighted sellaction
Cirl o oy eelecind baut
= Fazia
Cirl+ D Fi#
Cirl ¢ K Tnaas link
Ctel o F Cipien i and neplace opfons
Cirl + G Oipen go-io options
Cirle H Cipen End and neplace: opiions
G+l Underfne highlighted selsciion
Gl + Y Undertne selocied bt
G a5 Strkerough highlghtad salection
Cirl+ O Oyt oo
Crl + N Opén néw docLment
el 4 P Dipen prink dealog box
Girl + & San
Cirl + 2 RUndo kst acion
Girl + F8 Mirimiza ciament window
G« PO Masirae cumently ssiscied window
Cirl « Fo Swilich between open werihooka windows
i+ Pagoup. Move betwien Excel” workshests in e
& Page s document
Cirl 4 Tab Moo bebworn fwd or mine opon Excel” Blos
A+ = Create formida o sum a of above colis
Gl & Insart value of above cell into current cel

£+ St + ] Formal nambee in comema lemat
58+ Bkl + - Formal number in cumency iormal
o il + . Formial nomber in date lpimal

il B+ B Formal number in percentage formal
L3 o Bhilt 4 4. Formal romber in s lonmat
il s S 4 @ Formar] namibgr in fme dorsial
Gl ¢ =% Mowe o red section of taud
Girl + Space  Sedact endre colamn
Shift & Space Sedact antie row

Ctrl + W Closn document

Eie5 . ‘Sand e pmad

G+ & Copy sefected tex

Gl + X ol selactind fext

[EEFE R Dpen print dialng box

o« K Ciampiels name'emad hyped in address bee
Ctle B Bold haghighned selecton
Gl | Iacire Righlighted Bsection
Koall | Unduing highlighled selection
G« . Riply o anemal

Gtel & F - Formged an emadl

Cirl + N Creats a new emal

ﬁﬂirﬂd_ Craate A new appocniment Bo your calend)
G SH e 0 Cpen the oothar

CH SR w1 Open the inho

ol Shilt K Add & new task

Corl 4 Shift + © Croate 2 new contact

G+ Shilte J . Croate 3 new jourmal entry



