Left click or

just “Click” Right click

Left Button is
used to interact
with computer

Right Button
opens a menu

Mouse Wheel '
is used for
scrolling

The LEFT CLICK (CLICK) is used to open Programs (Apps) with a double click. If
the program is on the “Task Bar” only a single click is needed
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This is the Task Bar
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If you want to CREATE a new folder on your Desktop or in a Library (Documents
and Pictures) just Right Click once on an empty space.

View A “‘menu” appears (it is
Sort by actually called the
Refresh context menu).

Paste

Paste shortcat Take your pointer down
Undo Move to “New” and follow the

Niow > ST B Folder side arrow carefully and
Shortcut click on “Folder”

Q2 Display settings
& Ppersonalise =| Microsoft Word Document A New folder will
‘L Microsoft PowerPoint Presentation app ear Wlth |tS name

Adobe Photashop Elesmentsl g ' 7
obe Photoshop Elements Image New Folder in Blue

] Microsoft Publisher Document

| R A (See the next page)
= Microsoft Excel Worksheet

i Compressed (zipped) Folder




When it is in blue you can type on your keyboard a new
‘ name and click outside the folder and it will be permanent

until you Change it
New folder

How to change the name of any folder or image

If you want to change the name of a folder, file or document you Right Click on the
item. Below is a Folder and a Picture

Name

Right
Click

cold weather.jpg

When you “Right click” on one a new larger context menu appears. This
“‘Context Menu” has many more actions you can take but | will just mention two

If you click on “Rename” the words under
Pin to Quick access the folder or picture or even a document if
|| PDF24 you want to rename it will be BLUE.
7-Zip
Ea Scan with Microsoft Defender...
47! Format Factory

Give access to

Restore previous versions

Include in library

cold weatherfjole]

Pin to Start

Send to Now with your keyboard you can type a
Copy to folder... new Name

Move to folder...

Cut . .
Beware if you click

on “Delete”- shown
by the blue arrow it

Create s%
Delete Fluffy Bird.jpg will be sent to the
Rename e mm— recycle bin.

Properties

Copy




Finally,

On the Desktop | put a very important App called “This PC”. It is always on the top
left next to the Recycle Bin. This is a very important Master Folder and is used to
access the Libraries and Drives on your computer.

This PC -
Shortcut

Quick access

Il Desktop

¥ Downloads

i Documents

= Pictures

) Music

2 G\
3 Tax Returns and superai
26 Palmrook Avenue
2001 to 2005

Screencast-O-Matic

Desktop

& OnaNriva - Parcanal

Recycle Bin

ANV Folders (7)

3D Objects

EH ¢ w

~ Devices and drives (3)

Downloads

Videos

-

-

Desktop

Music 4

-+ =

Libraries and Drives

-

Documents *

Pictures *

- These are Libraries which contain all your Documents, Files and Pictures

Local Disk (C;)

W™ 280 GB free of 465 GB

b

Local Disk (D:)

1.64 TB free of 1.81 TB

Expansion (E;)

These are "Drives" which store all the information on your computer

l .
1.69 TB free of 1.81 TB

IF you “double click” on a Library it will open that Library and you will see all
the files, folders and pictures in that Library. It is a very powerful way and fast
way to open that Library. E.G. | have double clicked on my Picture Library.

1to Quick Copy  Paste
access (7] Pa

Clipboard

Share View

Cut
= -y

to to

Move  Copy

X

Delete Rename

Organise

= v > &l > ThisPC » Pictures

s Quick access
[ Desktop
¥ Downloads
5| Documents
&= Pictures
.b Music
<2 G\
3 Tax Returns and superai
26 Palmrook Avenue
2001 to 2005

Screencast-O-Matic

B Desktop

Cheers

1 Marina Avenue
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Ann & Ernie Kitts
Wedding 1967

Norris

14 llford Place
P.N.1975

Astronomy

47 New item ~

£

New
folder

New

19 Brookvale
Road

Australia Oct
2018

| Easy access ¥

L \/J

Properties

Open

i

25 Kingsgate
Avenue Havlock
North

-~

Camera Roll

Open ~ \[E Select all
Edit Select none

@ History £ Invert selection

Select

26 Palmrook
Avenue

Cartoons Cats& animals

v U | Search Pictures

Sy
n wi e

e

69 Marina Aeroplanes
Avenue Sutton St
Helens
=— =
i~y
David Skiing Days of Week
South Island
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