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General PC Skills 

Right-hand side button on mouse/touchpad – brings up actions relevant to 

what you are doing on the computer at the time 

e.g. if you right-click on the “desktop” (-opening screen), you get options relating to it 

like arranging the icons, adjusting the size of icons, adjusting screen settings 

if you right-click on a document in Documents folder, you get options like 

cut/copy/delete/rename etc i.e. things you can do with the document. 

It’s a handy tool to remember if you are trying to do something and you can’t find 

what to click on to perform that action. Right-click and you should get relevant 

actions relating to what is highlighted /the mouse is pointing at at the time. 

Tips and tricks with programme windows 

Familiar with the idea of “windows” allowing more than one programme (->more 

than 1 task) to be running at a time? 

 

Familiar with the minimise/maximise/close buttons, top right of 

window? These are the buttons at the top right of the programme window – look 

like a dash, a small rectangle/overlapping rectangles and a cross. You’ll be familiar 

with what the cross does – closes that particular programme window. The 

‘rectangles’ button next to it either “maximises” the window (i.e. puts it full screen) 

or, if it is already maximised, reduces to less than full screen size and able to be 

“resized” (see below). The button to the left of that – like a dash – is the ‘minimise’ 

button. Rather than close the window altogether, this “minimises” the programme 

window to a small icon, usually on the bar at the bottom of the screen (-the ‘taskbar’).  

You just click this icon to go back to the programme, which will happen much more 

quickly than if you had closed the programme and had to reopen it. This is handy if 

you are using one programme then need to use another for a moment then return 

e.g. if you are checking email, then need to look up something on the internet before 

going back to email. 

 

How to resize a window? “Restore down” the window (-click the middle of the 

top right buttons for minimise/maximise or restore down/close), then hover the 

mouse over one of the window borders until you see a double-sided arrow appear. 

Once it does, press and hold down the left mouse button whilst dragging 

left/right/up/down to resize the window. Release when it is a size that suits you. 

 

How to view windows side by side, vertically or horizontally. 
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Right-click the bar at the bottom of the screen, then click on “show windows side by 

side” or “show windows vertically/horizontally” (-different options depending on 

your operating system e.g. Windows XP or 7). 

How to “tab” between open programmes on the computer. 

If you have more than one programme running on the computer, e.g. the 

wordprocessor and the internet browser, you can switch between them using a 

“keyboard shortcut” (-combination of key presses). Press and hold the key labelled 

alt then press the tab key. Small icons of the running programmes will appear. 

Release the keys once the programme you want is selected. 

Removing programmes 

Click Start Menu ->Control Panel ->Programs ->wait for list of programmes to 

appear, find the one you want to remove and click on Uninstall. 

Usually the list of programmes will tell you whether a programme is used a lot or 

rarely etc, to help decide which are worth keeping or not. 

Often will be prompted to restart the computer after uninstalling a programme. 

Tailoring programmes to your preferences 

Usually there will be “Options” or “Preferences” listed in one of the programme 

menus. 

Or your internet “browser” (-the programme you use to go on the internet) may have 

an icon such as a spanner or a cog which you click on to access the settings options.  

Have a look through the options. You may well find ways to tweak settings to suit 

your way of working. 

Do you know about “tool tips”? If you’re not sure what an icon/button does in a 

programme on computer, hover the mouse pointer over it (-don’t click it). A brief 

description should pop up that hopefully will give you a clue! 

Email 

Add a signature automatically to every new email you send. This is one example of 

changing settings (see above). E.g. in gmail, click on the cog icon ->settings and in 

the general settings there is the “signature” option. Type in what you would like to 

appear at the end of every email you send. 
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Internet 

search more effectively with search “filters” 

Go to www.google.co.uk.  Once you’ve typed in what you are searching for, down the 

left-hand side of the page you will see various options for “filtering” your search 

results e.g. by type of content (Everything, Images, Maps, Videos, Shopping..), by 

location, by time period (Past hour, Past 24 hours, Past week, Past month, Past year). 

These can be very useful, especially if you have thousands of results to sift through. 

Just click the appropriate option(s) to narrow down your search. 

Keeping your computer up to date and secure 

 Understanding updates and responding to messages about them 

 Understanding about viruses, “malware” and scams and how to minimise risk 

 Backing up your photos, documents and other precious data 

See handout on “Keeping your computer up to date and secure” available from 

www.tap-into-it.co.uk/get-printable-how-tos 

Awareness & use of online and other “self-help” resources 

 Use google for "tech support". Type a keyword(s) relating to what you are 

trying to do on computer/the problem you are having. The chances are, 

someone will have an answer.  

 Using the Help menu within programmes. Have a look for a menu item 

labelled “Help” towards the top of the programme window or look for a 

question mark icon or similar. From here you should get a list of help topics 

relating to the programme you are using and/or a box to type in your own 

search query. 

 Useful magazines and books. I recommend Computeractive and/or Web User 

magazine (fortnightly, about £2 or cheaper by annual subscription). With 

books, I’d recommend getting them from the library rather than buying! 

Usually expensive and out of date by the time they’ve been printed. 

Photos 

 basic edits e.g remove red-eye,crop,rotate 

 scanning old photos into your computer 

See handout on “Photos using Picasa” available from  www.tap-into-it.co.uk/get-

printable-how-tos 

Also short demonstration videos at www.tap-into-it.co.uk/photos-howto 

Further tips available on www.tap-into-it.co.uk or contact me via the “Contact me” 

link on the website. Further contact details on leaflet. 

http://www.google.co.uk/
http://www.tap-into-it.co.uk/get-printable-how-tos
http://www.tap-into-it.co.uk/get-printable-how-tos
http://www.tap-into-it.co.uk/photos-howto
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