
Housekeeping
Keyboard Shortcuts

Efficiency on Computers



A Keyboard shortcut is two 
keys pressed together to 
perform a function in the 
program.



It is faster to use a keyboard shortcut than to use 

a mouse.  It is WAY faster than using a laptop 
trackpad. Start using them to save time.





Ctrl C
Ctrl V

Is a meme.



Computer 
Housekeeping 
is a series of things 
you should do 
periodically to 
keep your 
computer running 
in peek condition.



Put your 
files in 
folders. 

Rename your 
files so you can 

easily find 
them again.



Run a 
virus 

scanner.



Update your 
software.

Update your virus 
scanner.

This updates plug holes 
hackers have found. They will 

keep your computer safer.



Delete your 
browsing history.

This clears up disk space 
AND protects your privacy 

AND prevents hackers 
from finding up 

information about you.



Defragment your 
computer hard 
drive to make 
opening and 
saving files faster.

Defragmenting is 
re-ordering the 
files on your hard 
drive so they are 
sorted nicely.



Make 
Backups.

Make a second 
copy of your files 
in another place 
(say, your email, or 
the cloud, or on a 
USB Flash Drive.



One of my profs at 
Waterloo used to say: 
“You will die. Your disk 
will die. Your disk will 
die first. Do Back ups”

If it is too 
important to 
lose, make a 

copy.



There are all kinds 
of reasons your 
computer might 

get lost or stolen.

Why backup?



Some people are 
trying to start a 
backup day to 

remind people to 
do back ups.


