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Website 
 
A specific location on the Internet that provides information. Websites include news sources, 
places of business, product details, videos, music, general information, and more.  
 
Virtual 
 
A connection, item, or activity that is not physical. For example, a connection that starts on a 
dating or social media site is a virtual friend. They become an actual friend if you meet in person 
on a later date. Video games, for instance, are also virtual reality. That is unless you actually 
fight dragons in your living room! 
 
Username 
 
This is your online identity. It is the first thing people see about you when you are online.  
 
Trojan Horse 
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A type of malware that tricks you into opening an attachment that looks legitimate, but is actually 
infected. 
 
FAQ 
 
An acronym for Frequently Asked Questions. FAQS provides a source of information specifically 
related to the topic at hand.  
 
Fingerprint authentication 
 
A method of authentication that uses a person’s fingerprint to identify them or confirm their 
identity. 
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Search for Text 
 
On a PC: press ‘Ctrl’ and ‘F’ 
On a Mac: press ‘Command’ and ‘F’ 
 
If you want to find specific words or phrases in a document, you can use the keys noted above 
to open the search area. Just type the word or phrase you want to search. The word or phrase 
will be highlighted in the document. That way, it’s easy to find and replace.  
 
Make Text Bold 
  
On a PC: press ‘Ctrl’ and ‘B’ 
On a Mac: press ‘Command’ and ‘B’ 
 
Sometimes, it’s good to make text bold for emphasis. Try this quick shortcut to change your text 
the way you want it! 
 
Switch Between Open Programs 
 
On a PC: press ‘Ctrl’ and ‘Tab’ 
On a Mac: press ‘Command’ and ‘Tab’ 
 
Sometimes you’d like to work using more than one program at a time. For example, you might 
want to work on emails and write a document at the same time. The key presses above allow 
you to keep different programs open, and switch from one to another.  
 
Open a New Window 
 
On a PC: press ‘Ctrl’ and ‘N’ 
On a Mac: press ‘Command’ and ‘N’ 
 
Do you want to open a new window in your Internet browser? This shortcut will open one for 
you. 
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