Common Mistakes and Easy Shortcuts!


1. The return key can also be referred to as the enter key and can also be used to “say” OK to a query or in a dialogue box.

2. Remember to type in user names and passwords EXACTLY as they are – no spaces, full stops, capital letters, hyphens, etc where there aren’t any, and exactly the ones that there are if they are included – most common is adding a space instead of a full stop when entering your username to access the conference site.  If you are rejected check this first before throwing the computer out of the window – sometimes it is our fault and not the computer!!!

3. If it asks for the network username and password type redbridge2 for the username and leave the password blank and press OK.  This is different for the conference site username and password – make sure you use the right one at the right time.

4. If you highlight some text the next keystroke will delete it all – be very careful!  If you do delete it all by mistake STOP!  Go to the top of the page ( edit ( undo.  It’s a lifesaver (
5. Use the Personal Skills CD to learn more about using the computer – it tells you what you will learn, shows you what to do, and then you get to try it in safety and with hints if needed.

6. Remember that moving the pointer does to place the cursor on the page – you have tp point AND CLICK.

7. Ctrl + a keys highlight all the text on a page – very handy in Writing With Symbols when you have done some writing and want to change the size of it all.

8. The tab key (middle left of keyboard) moves you from one box/cell to another in a table, grid or form.

9. When loading Writing with Symbols double click and WAIT – it takes several minutes to load as it has to locate and list the several thousand symbols that it uses.  If you double click again you will load a second copy and the error message “cannot open wordlist” will appear.  It is quite possible that neither willl work properly – close and try again.

10. When on the Internet pages can take a long time to download – especially during busy times of the day – there is a bar at the bottom of the screen that shows you what is happening – be patient.  If it is especially slow, come back to the task at another time when it may be faster.

11. Sometimes we cannot log onto the Internet – it is just due to volume of traffic – much like the M25!!! (  Give up and come back later.
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