
TECH TIPS FOR
PRODUCTIVE ONLINE LEARNING

Learning online might feel overwhelming at first, but there are plenty of shortcuts to help save you time 
and streamline your work. Use these tips to be more productive so you can spend time applying your 

learning instead of wrestling with technology!

Quickview
View the contents of a file without 

launching the application.

Select any 
document in the 
finder then press
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Open a link in a new tab
Access both resources in side-by-side tabs.

Click on the link+Click on the link+

Reopen closed tabs
Recover an accidentally closed tab.

+ ++ +

Paste
Insert the copied text.

+

Insert the copied text without 
formatting. + ++ +

+

Cut
Cut the highlighted portion and paste 
it elsewhere without making a copy.

++

Copy
Copy text to the clipboard. ++

Print
Print the document or window.

++

Undo
Recover accidentally deleted text. ++

Shortcuts for 
Windows and MacWindows Mac

Screenshot
Capture content on the screen.(Copy the screen 

to the clipboard)

+ +
(Save entire screen to desktop)

+ +
(Drag to select a portion of the page)

+ + +
(Take a screenshot of an entire 
specific window)

https://support.microsoft.com/en-gb/help/12445/windows-keyboard-shortcuts
https://support.apple.com/en-us/HT201236
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Spotlight
Locate apps, documents, and other 

files on a Mac.
+

Search Smarter

Multitask Smarter

Windows

Windows

Mac

Mac

Keyword Search
Locate words or phrases on a 

webpage, document, or app quickly.
++

Multitask
Multitask smarter by utilizing the 

computer’s ability to work with apps 
and windows side by side.

Google Chrome: Instant Image Search
Locate images online.

Right-click on an 
image. A drop-down 

menu will appear with 
the option to select 

“Search Google 
for Image.”

Get more done 
with multitasking

 in Windows 10

Right-click on an 
image. A drop-down 
menu will appear with 
the option to select 
“Search Google 
for Image.”

Work with apps and 
docs side by side 
manually or use Mac’s 
Split View. Watch this 
in action! 

Use Mission Control to 
organize spaces.

https://support.apple.com/en-us/HT204014
https://support.google.com/chrome/answer/157179?hl=en
https://support.microsoft.com/en-us/help/4026282/windows-10-get-more-done-with-multitasking
https://support.microsoft.com/en-us/help/4026282/windows-10-get-more-done-with-multitasking
https://support.microsoft.com/en-us/help/4026282/windows-10-get-more-done-with-multitasking
https://support.apple.com/en-us/HT204948
https://support.apple.com/en-us/HT204948
https://www.youtube.com/watch?v=cYGrlEtqaVw
https://www.youtube.com/watch?v=cYGrlEtqaVw
https://support.apple.com/en-us/HT204100

