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Computer Tips & Tricks 
Goal

This session will help you learn how to better use 
search engines such as Google, to understand 
WHY loading that seemingly useful little utility or 
toolbar can be bad for your PC's health and 
security, to learn time-saving keyboard shortcuts 
to stave off carpal tunnel syndrome due 
to excessive mouse maneuvering, and to discuss 
WHY your system won't always do what you 
want it to do. 
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New Tricks to Learn…
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Computer Tips & Tricks
Agenda

1. Better and More Effective Searching With Google to 
Get The Relevant Information You Need and Want 
Faster

2. Keyboard Shortcuts to Help You Speed Up Your 
Work and Cut Down Computer Input Time

3. Other Tips and Tricks to Improve Your Efficiency
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Computer Tips & Tricks
Google Interface
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Google Tips & Tricks
The Best Search Engine to Help You Find What You Need

1. Less is More.  Don’t get TOO Detailed With Your 
Initial Query.  A Few Words Are Better and Will 
Provide You With More “Hits”

2. Learn the “Advanced Tips” to Help You Quickly Find 
Relevant Information and Avoid Pages of Sites That 
Don’t Interest You

3. Find Things BESIDES Websites with Google: 
Images, Usenet Groups, Categories, & News

4. Google Services & Tools:  Google Toolbar, Universal 
Translator, Wireless Access Options, Local Business 
Locator, Mail Order Catalog Locator, & Froogle (a 
Product Locator)
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Computer Tips & Tricks
Google Advanced Search
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Computer Tips & Tricks
Google Search Results

Computer Tips & Tricks



Computer Tips & Tricks



Computer Tips & Tricks 
Reduce the Wear and Tear on Your Mouse and Wrist

1. General Shortcuts
2. Dialog Box
3. Windows Explorer
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Computer Tips & Tricks 
How and Why Computers Operate as They Do

1. Computers are Dumb as a Brick – But Fast  
2. Garbage In, Garbage Out – Improve The Quality of 

Info You Input For Better Results
3. Common Sense – What Software Engineers Assume 

You Know, But You Don’t
4. Set Reasonable Expectations and Properly Plan 

What You Want to Do
5. If You Can’t Find Something “Off The Shelf” to Solve 

Your Mission, Customize!
6. Avoid Common Potholes on the Information 

Superhighway  
7. The Importance of Patience in the Initial 

Implementation Phase
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A Final Suggestion……..
When in Doubt, Reboot!
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