
Keyboard Shortcuts 
 

Control button—for Windows; Command button—for Macs 
 

Space bar—Page down when reading a pdf document or webpage 

 

Double/Triple click—Highlights the word your cursor is on (double click) or the whole paragraph/ 

section you’re in (triple click) 

 

Right click (Windows)—Gives corrected spelling options on misspelled words in red 

 

Control/Command A—Selects everything on the page/document 

 

Control F/Command F—Find (search) 

 

Control/Command B—Bold 

 

Control/Command I—Italics 

 

Control/Command U--Underline 

 

Control/Command X—Cut 

 

Control/Command C—Copy 

 

Control/Command V—Paste 

 

Control/Command P—Print 

 

Control/Command + --Zoom in 

 

Control/Command -  --Zoom out 

 

Command Shift 3 (Macs)—Screen shot 

 

Function Function (Macs)—Microphone so you can dictate/speak instead of type 

 

F5—Refreshes your screen 

 

F8—Turns highlight on 

 

Tab—Takes you to the next text box 

 

Control right/left—Takes you forward/backward word by word in a line of text 

 

Windows shortcut link: 

http://windows.microsoft.com/en-us/windows/keyboard-shortcuts#keyboard-shortcuts=windows-8 

 

Apple shortcut link: 

https://support.apple.com/en-us/HT201236 



Other Illuminate Tips 
 

Clicking Next both saves the page you’re on and takes you to the next page. 

 

In dropdown menus of names, often typing in the last name finds the person quicker than typing the 

first name. 

 

When addressing the Needs section, for each area you’re not addressing, click Not a need this year 

or last year to only leave the areas you personally need to address. Anyone else who will be adding 

to the IEP can always edit their respective Need area. 

 

 
 

When doing a Rollover IEP, rollover each Strength and each Need As Is. That way, everyone’s 

information is rolled over. Things can always be edited/updated later. There is only one chance to do 

this. Once the rollover options are made for the IEP, you can’t go back and change those options. 

 

 
 

After choosing a standard for the Goal/Benchmark, copy it into the Modified Goal Description so 

you can edit it to make it apply to your student. 

 

You can make a text box bigger if it has the little, lined triangle in the lower right corner. Just click 

and drag on that corner. 

 
Print out at least one copy of the Draft IEP: 

• Proof the IEP, especially to see if what’s written makes sense. Remember that often, Illuminate 

combines information from multiple boxes to create a resulting product (e.g., Strength, Need, 

and Impact Statement all combine to form the PLAAFP in the printed out IEP). 

• You can print a draft at any time whenever you want to see how Illuminate put things together. 

• It’s nice for the parent to have a hard copy of the draft to refer to when there’s no computer/ 

screen for the parent to see during the IEP meeting. 



Search for students three ways: 

• If you have a caseload, your students will be listed in your caseload widget. 

• Type in the student’s name in the gray Search Students box at the top of the page. 

• Click on the Students tab and then click “Student Search.” 

 

 
 

In Supp. Aids/Services, if you open all menus and do a keyword search (Control/Command F) you 
can search/find what you need. 
 

Don’t leave a page without seeing the green, saved successfully rectangle at the top of the page. 

When in doubt, save again. 

 

The focus should be creating a quality IEP that makes sense, looks professional, and covers all the 

needs of the student. Don’t just cover the minimum requirements. 


