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Using the Mouse       
 
There is sometimes confusion about which button to click on the mouse, and 
when. 
 
The LEFT button is used to select – a program, file, picture.  Double Clicking the left button opens the 
program.  [Tip : getting this ‘double click’ just right can be a problem; you can click once on an item 
to select it, and then press the Enter or Return key to open it.) 
 
The LEFT button can be used to select multiple items, or text.  To do this, click and hold the button 
down, dragging the mouse across the items you wish to select. 
 
The RIGHT button is a sadly neglected but very useful tool.   
Clicking with the right button opens up a pop up menu, and the  
options in the menu are dependent on where you have  
clicked.  For instance, a right click on the desktop will   
bring up a menu similar to the one on the left   
(depending on your operating system).   
Clicking with the right button on a photo in a document  
brings up entirely different menu options, as on the right.  
 
The MIDDLE button, or wheel, can be used to scroll up and down a page – 
particularly useful when browsing the web.  Pushing the wheel away from you 
scrolls up the page, push it towards you to scroll to the bottom of a page (or 
window). 
 
If you like to use Tabs in Internet Explorer, you can force a link to open in a new 
tab by clicking on the link with the middle button (wheel) instead of the left button. 
 
Rollerball mouse.  There is also an option for a mouse which stays still on the desk, and you use a 
large ball in the middle to move, with a left and right button to click.  There isn’t usually a scroll 
button on a rollerball mouse.  However, it is ideal if you have little space for a mouse, or have 
trouble controlling it through arthritis etc. 
 
Touchpad : If you use the touchpad on your laptop, tapping once on the pad, or once on the left 
button, will select.  Double click on either to open a program.  Hold down the left button and draw 
your finger across the pad to select.  The right button works in the same way as a mouse.  To scroll, 
there is usually a portion of the pad which acts in the same way as the scroll wheel on the mouse, 
though you do have to press quite hard to activate this. 
 
Open Days : Wednesday 21st April (10 – 12) and Thursday 22nd April (1.30 – 3.30) – do join us for a 
cuppa and a chat about how we can meet your IT needs. 

 

 
Submitted by IT for the Terrified : 

The Old Cowshed, Station Road, Cheddar BS27 3AG   

01934 741751        www.itfortheterrified.co.uk 

We run a range of courses including basic computer use, internet and e-mail, e-Bay, digital photography, genealogy.  We 
also offer individual training, either one-off sessions or a series, at a pace to suit you; a session lasts 2 hours and costs £8.  

See our web site or contact us for further details. 

 


