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MackinVia and Cobb Digital Library: 

 On campus, you will be automatically logged in, but at home: 

 Navigate to cobb.mackinvia.com 

 Your login is your Office 365 “email address,” i.e. firstname.lastname@students.cobbk12.org  

 Your password is the same as your network (school computer) password 

Office 365 

 www.cobbk12.org 

 Click on Parents at top 

 Under Sign Up/Sign In, click Office 365 Sign-in 

 Your login is your Office 365 “email address,” i.e. firstname.lastname@students.cobbk12.org  

 Your password (at home) is the same as your network (school computer) password 

 When using Office 365, you should ALWAYS begin online, and then you can open the Word document, 

PowerPoint, etc., in the full version of the software.  This allows Office 365 to help auto save your work. 

Useful Resources for Projects: 

 The Noun Project - https://thenounproject.com/ - This is a great site to find clipart.  Search for anything, then 

click on the image you want to use.  You can download any image from this site under a Creative Commons 

license.  The image will include any necessary citation information. 

 Photos for Class - http://www.photosforclass.com/ - This is a great site to find images.  Search for anything, then 

click Download under the image you want to use.  The image will include any necessary citation information. 

Need Help with a Paper? 

 Mrs. Cochran has put together several guides that can help you.  You can find these on the library’s website 

under Guides - https://toonalibrary.wordpress.com/research_guides/. Snipping Tool 

Snipping Tool: 

 This is an amazing tool that will allow you to take a picture (screenshot) of anything on your computer screen. 

 Open Snipping Tool by clicking in the Search box at the bottom left of your computer screen. 

 Type Snipping Tool and then click Enter to open it. 

 Click New at the top left. 

 You will drag your cursor around the area you wish to “snip.” 

 Once you are satisfied with the snip, you can save it and insert it into Word, PowerPoint, etc. 
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Email: 

 Although not required if you are under 18, email is a helpful tool.   

 Many teachers encourage students to use Gmail - http://gmail.com/. 

 Please keep in mind that your email address should include your first and last name as you may use it to submit 

assignments to teachers. 

 To email yourself or your teacher an assignment in Gmail: 

o Open Gmail and login. 

o Click Compose on the top left of your email screen. 

o In the “To” field, type your email address or your teacher’s email address. 

o In the “Subject” field, include your class name and block. 

o Click the Paperclip shaped button at the bottom of the screen. 

o This will open a File Explorer window.  Simply find your project and click Open to attach. 

o Click Send. 

Some Useful Keyboard Shortcuts: 

Ctrl + A Highlights everything on page 

Ctrl + X Cuts selection 

Ctrl + C Copies selection 

Ctrl + V Pastes selection 

Ctrl + 1 Single spaces selection 

Ctrl + 2  Double spaces selection 

Ctrl + E Centers selection 

Ctrl + L Left aligns selection 

Ctrl + R Right aligns selection 

Ctrl + Z Undoes most recent action 

Alt + Tab Switches between two most recently used apps 

Hold down Alt then click Tab This allows you to switch through all open apps 

Windows + L Locks laptop/desktop 

Windows + D Show/Hide desktop 

Ctrl + K Insert hyperlink for highlighted selection 

F5 OR Ctrl + R Refresh the active window 

Ctrl + Left Arrow Move cursor to beginning of previous word 

Ctrl + Right Arrow Move cursor to beginning of next word 

Ctrl + Up Arrow Move cursor to beginning of previous paragraph 

Ctrl + Down Arrow Move cursor to beginning of next paragraph 

Ctrl + Shift + Left Arrow Highlight previous word 

Ctrl + Shift + Right Arrow Highlight next word 

Ctrl + Shift + Up Arrow Highlight previous paragraph/line 

Ctrl + Shift + Down Arrow Highlight next paragraph/line 

Windows + E Open File Explorer 
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