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HOW TO SELECT/HIGHLIGHT
TEXT IS SELECTED WHEN HIGHLIGHTED

SELECTING ONE CHARACTER:

Place cursor on text to “Select” (red arrow below). Hold Down Left
Click and Drag over text to highlight (red arrow below), Release
Mouse.

SELECTING ONE WORD:

Place cursor on the beginning or the end of the text to “Select” (green
arrows below). Hold Down Left Click and Drag over word to highlight
(green arrows below), Release Mouse.

SELECTING A SENTENCE, GROUP OR PARAGRAPH OF TEXT:

Place cursor on the beginning or the end of the text to “Select” (blue
arrows below). Hold Down Left Click and Drag over the text to
highlight (blue arrows below), Release Mouse.
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FOLDERS/FILES ARE SELECTED WHEN HIGHLIGHTED
Below “AAA Folder” was Left Clicked (red arrow below) to Highlight.

& v s | Picture Tools  Windows (C)

Home Share View Manage

&« v 4 & > This PC » Windows (C:) »

# Quick access ~ O Name l Date modified
m Desktop AAA 6/21/2016 1:45
& Downloads Data 6/29/2016 2:15
= Documents Intel 8/11/2015 7:23

Below the file “Danielle.docx” was Left Clicked (red arrow below) to
Highlight.

& v = | Documents
Home Share View

< v 1 25 This PC » Documents »
# Quick access ® [0 Name Date modified
= Desktop Custom Office Templates 6/19/2016 5:06
+ Downloads Outlook Files 7/2/2016 2:43 .
= Documents w cc 20160619 14 1.reg 6/19/2016 2:58
 Pictures @ cc_20160619 4 12.reg 6/19/2016 3:51
A A v ] Danielle.docx 6/20/2016 4:31
F D load B2 File Labels.avery 7/2/2016 9:19 ..
ree Lownloads = Kevins Stuff 11-6-12.pdf 6/27/2016 9:58

MULTIPLE FILES/FOLDERS

To Select/Highlight multiples files/folders, select one file or folder Hold
Down the “Ctrl key” and select another file/folder. Immediately Release
“Ctrl key”. Repeat as needed.
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