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What are shortcuts?

Computer shortcut keys provide an easier way of navigating and 
performing commands in computer software. The use of shortcut keys 
is beneficial for computer users, as it allows them to complete tasks 
accurately and in less time. Furthermore, by using shortcut keys, you can 
increase your productivity and reduce the strain caused by repetitive 
motions.



Keyboard Shortcuts for Windows + Apple

Cmd/Ctrl-X: Cut the selected item and copy it to the Clipboard.

Cmd/Ctrl-C: Copy the selected item to the Clipboard. This also works for 
files in the Finder.

Cmd/Ctrl-V: Paste the contents of the Clipboard into the current 
document or app. This also works for files in the Finder.

Command (or Cmd) ⌘ for Apple 

Control (or Ctrl) for Windows



Keyboard Shortcuts for Windows + Apple

Cmd/Ctrl-A: Select All items.

Cmd/Ctrl-F: Find items in a document or open a Find window.

Cmd/Ctrl-Z: Undo an action, including undelete files (limited).

Cmd/Ctrl-Y: Redo an action (limited).

Cmd/Ctrl-P: Print materials.

Command (or Cmd) ⌘ for Apple 

Control (or Ctrl) for Windows



How to find other shortcuts?
Apple: System Preferences



How to find other shortcuts?
Windows: Press Ctrl + Alt + ? on your keyboard

You can also look up: 
“Keyboard shortcuts in 

Windows” on 
Microsoft Support
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Using Microsoft on a Mac

If you use a Windows computer or a Mac, Microsoft 365 is designed to 
work the same way on both systems.

You can still save files, spreadsheets, and presentations onto your 
computer or to OneDrive.

Additionally, the apple products (Pages, Numbers, Keynote) can be 
converted into their Microsoft duplicates.



Pages and Word 

Pages: Apple’s word processor that comes included with 
most Apple devices

Word: Microsoft’s word processor that can be downloaded 
onto most devices, including those affiliated with USC.

Both word processors can be used for input, editing, 
formatting, and output of text, often with some additional 
features.



Pages Word



Numbers and Excel

Numbers: Apple’s spreadsheet processor that comes 
included with most Apple devices

Excel: Microsoft’s spreadsheet processor that can be 
downloaded onto most devices, including those affiliated 
with USC.

Both applications can be used for calculation or 
computation capabilities, graphing tools, pivot tables, and 
other math-based projects.



Numbers Excel



Keynote and Powerpoint

Keynote: Apple’s presentation application that comes 
included with most Apple devices

Powerpoint: Microsoft’s presentation application that can be 
downloaded onto most devices, including those affiliated 
with USC.

Both applications can be used to create and display 
information via a presentation format.



Keynote Powerpoint



Google Variants
Google also has its share of similar products like Apple and 
Microsoft which are all free to use as long as you have a Gmail 
account.
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How to Keep Passwords Safe
Do Don’t

Use a strong password

● Example:
○ Applesbananas2!

● At least one capital letter
● At least one number
● One special symbol (#, !, @, $, %, &)

Do not save passwords to 
your computer browser

● If prompted to save 
password on 
computer, choose 
the “never” option

Make the password easy to remember, but 
cryptic enough so that others cannot guess 
it

Do not include date of 
birth in your password!

Use a secure password manager to keep 
record of your passwords and to keep them 
safe

● Bitwarden (free!)
● 1Password (~$36/month)

Do not save credit card 
information on your 
computer



Multifactor Identification

● Allows you to protect your sensitive information

● Adds layer of security to your accounts

● Secure important apps on your devices



Multifactor Identification

● How does it work?
● Set up a mode of authentication during login:

○ Text message with a code sent to your phone 
number 

○ Phone message to your phone number
○ Verify via app



Multifactor Identification
● Google Mail



Multifactor Identification

● Twitter



Multifactor Identification

● Other apps: Apple account (left), Facebook (right), etc.



Multifactor Identification

● Other apps: banking



Multifactor Identification

● Summary:
○ Helps add an extra layer of security for personal, 

private, or sensitive information on your accounts
○ Even if people steal your password, they won’t be 

able to access your accounts (they can’t 
authenticate themselves)



Why Update Your Software?

● Our devices (computer, phones, tablets etc.) contain a ton of 
information about our online activities, personal information, and 
financial information.

● The operating systems in our devices have built in function to 
prevent attacks

● Cyber threats are constantly changing, thats why your operating 
systems regularly offer updates to be on top of these threats

● Overall, updates  repair security holes that have been discovered 
and fixing or removing computer bugs. 



Top 10 Most Common Scams

● Threatening calls from the IRS
● Technical support calls
● Fake charity appeals
● Lottery scams
● Family members in peril
● Bank fraud calls
● Insurance, health care and debt scams
● Website password requests
● Fake customer requests
● Other urgent requests
● + COVID-19 related calls!



Avoid Telephone Scams

Telephone scammers try to steal your 
money or personal information. Scams 
may come through phone calls from 
real people, robocalls, or text 
messages. Callers often make false 
promises, such as opportunities to 
buy products, invest your money, or 
receive free product trials. They may 
also offer you money through free 
grants and lotteries. Some scammers 
may call with threats of jail or lawsuits 
if you don’t pay them.

Source: USAGov



What you should NOT do:
● Don’t answer calls from unknown numbers.
● Don’t return one-ring calls from unknown numbers. These may be scams 

to get you to call hotlines in African and Caribbean countries that have 
U.S.-style three-digit area codes, and you could incur hefty connection and 
per-minute fees.

● Don’t follow instructions on a prerecorded message, such as “Press 1” 
to speak to a live operator (it will probably lead to a phishing expedition) or 
press any key to get taken off a call list (it will probably lead to more 
robocalls).

● Don’t give personal or financial data, such as your Social Security number 
or credit card account number, to callers you don’t know. If they say they 
have the information and just need you to confirm it, that’s a trick.

● Don’t pay registration or shipping charges to get a supposed free 
product or prize. Such fees are ploys to get your payment information.

● Don’t make payments by gift card, prepaid debit card or wire transfer. 
Fraudsters favor these methods because they are hard to trace.

Source: AARP



What you CAN do
● Do put your phone number on the FTC’s 
● National Do Not Call Registry (https://www.donotcall.gov/). 

It won’t stop spam calls, but it will make them easier to 
● spot because most legitimate telemarketers won’t 
● call you if you’re on the registry.
● Do consider using a call-blocking mobile app or 
● device to screen your calls and weed out spam 
● and scams. You can also ask your phone-service 
● provider if it offers any blocking tools.
● Do hang up on illegal robocalls.
● Do slow down and ask questions of 
● telemarketers. Legitimate businesses and charities 
● will answer questions and give you time to consider a purchase or donation. Scam callers will pressure 

you to commit right away.
● Do independently research travel deals, charities or business and investment opportunities you hear 

about by phone.

Source: PCMAG and AARP

Nomorobo Hiya

https://www.donotcall.gov/


National Do Not Call Registry (https://www.donotcall.gov/)

https://www.donotcall.gov/


Avoid Online Scams

Tip #1: 

Be aware of scam emails

● Look for incorrect spelling 
and grammar

● If they are asking for money 
or confidential information

● Check the sender’s email
● Too good to be true? 

Probably a scam
● Ignore them, don’t click on 

any of their links

Fake email address (not actually 
from Walmart)

Fake Walmart 
Email

Bogus, 
random 
reward



Avoid Online Scams
Tip #2:

Ensure the website is safe 
and legitimate

● Check for both 
encryption and the “s” 
in “https”

● Check spelling on the 
URL and if unsure, 
google the company

● Only give sensitive 
information on a secure 
and trustworthy website

Encryption 
symbol

Https: “s” in “https” means the 
website is secure

This image on the left is a 
fake website. Notice that 
the spelling of the url is 
wrong. 



Avoid Online Scams

Tip #3:

Install an Ad blocker 
extension

● Are available on Google 
Chrome Store for free

● Blocks scam ads and 
scam pop ups

● Ex. AdBlock, AdBlock 
Plus, Ublock

AdBlock — best ad blocker - Chrome Web Store (google.com)

Note: Some websites may ask you to disable your ad blocker.
Websites like online newspapers and magazines may ask this 
of you. Remember to ensure that the website is safe and is a 
legitimate website before disabling the ad blocker

https://chrome.google.com/webstore/detail/adblock-%E2%80%94-best-ad-blocker/gighmmpiobklfepjocnamgkkbiglidom


Avoid Online Scams

How to access the 
Google Chrome Store:

1. Go to google and 
search “chrome 
store” 

2. Click on the link
3. Search “Adblock” 

and press enter



Avoid Online Scam

4. Scroll down, find the 
correct one, and click on 
it

5. Click “Add to Chrome”



Email questions to 
gerotechsc@gmail.com

Next Presentations:

Saturday, October 22 (3 - 4 PM PST)
- Photoshop/Editing Overview  -

Sunday, November 20 (3 - 4 PM PST)
- Youtube Review  -

mailto:gerotechsc@gmail.com


If you have any questions...

Raise your hands using the Zoom “Raise Hand” 
function so that we can address all questions! 


