1) 作代词

a 可表示时间、日期、天气和距离
b 作人称代词，代替前面提过的事物。

My bike is missing. I can’t find it anywhere. It must have been stolen.

c 代替指示代词this, that

What’s this? It’s a new type of robot.

2) 作引导词

a 作形式主语代替由不定式，动名词或从句表示的真正主语

It’s helpful to read English every day.

It’s a custom that we Chinese people celebrate the Spring Festival every year.
It’s no use arguing with him.

b 作形式宾语，代替由不定式、动名词或从句表示的真正宾语。

He thinks it his duty to help others.
I think it no use arguing with him.

The teacher has made it clear that every student should read English thirty minutes every day.

c 用在强调句型中
It was he who / that saved the bird.

It was in the street that he met with his classmate.

