
Microsoft Word: Clicks That Control Text 
Action Function Use Case / Tip 
Left Click Places the cursor at the clicked 

location 
Basic navigation, selecting where to type or 
edit 

Double Click Select a word (the one you double 
clicked on) 

Quickly format or replace a word without 
dragging the mouse 

Triple Click Selects an entire paragraph, from ¶ 
mark to ¶ mark 

Ideal for formatting or moving blocks of text 

Quadruple 
Click 

Selects the entire document, from the 
first word to the last 

Often confused with a bug, this is 
intentional behavior! 

Clicking in the 
Left Margin 

Selects entire lines or paragraphs Efficient for bulk formatting or applying 
styles 

Ctrl + Click Selects multiple non-contiguous 
sections 

Apply formatting to multiple areas at once 

Right Click on 
Text 

Displays the shortcut menu Opens formatting, synonyms, and grammar 
suggestions 

Click + Drag Selects custom text ranges  
Ctrl + Drag Copies selected text to a new location Moving text within the document 
Alt + Click Opens the Research pane (in some 

versions). 
 

Click on 
Header/Footer  

Opens editing mode for 
headers/footers 

 

Microsoft Excel: Clicks That Drive Data 
Action Function Use Case / Tip 
Single Click Selects a cell Basic navigation 
Double Click Opens cell for editing or auto-fills 

down a column 
Double-click the fill handle to auto-
populate formulas 

Click + Drag Selects multiple cells Copy, format, or analyze data ranges 
Ctrl + Click Selects multiple non-adjacent cells 

(disconnected cells) 
Apply formatting or create charts from 
specific data points 

Shift + Click Selects multiple adjacent cells 
(connected cells) 

Apply formatting or create charts from 
specific data points 

Clicking on 
Row/Column 
Headers 

Selects entire row or column Apply filters, formatting, or delete in bulk 

Microsoft Outlook: Clicks That Organize Communication 
Action Function Use Case / Tip 
Right Click on 
Emails 

Opens context menu with options like 
reply, forward, categorize, or move 

Manage inbox without opening each 
message 

Ctrl + Click on 
Emails 

Selects multiple non-adjacent emails Bulk delete, move, or categorize 

Shift + Click on 
Emails 

Selects multiple adjacent emails Bulk delete, move, or categorize 

Click + Drag to 
Calendar 

Creates a calendar event from an 
email 

Schedule meetings directly from email 
content 



Clicking on 
Folders 

Navigates to different inboxes or 
categories 

Drag emails into folders to organize without 
opening them 

Microsoft PowerPoint: Clicks That Shape Presentations 
Action Function Use Case / Tip 
Click on Slide 
Thumbnails 

Navigates between slides Quickly jump to specific content 

Right Click on 
Slides 

Access layout, duplicate, delete, or 
hide options 

Manage slide structure efficiently 

Click + Drag 
Objects 

Move shapes, images, or text boxes Hold Shift to constrain movement vertically 
or horizontally 

Ctrl + Click on 
Slides 

Select multiple non-adjacent slides Apply transitions or move groups of slides 

Shift + Click on 
Slides 

Select multiple adjacent slides Apply transitions or move groups of slides 

Microsoft Visio: Clicks That Build Diagrams 
Action Function Use Case / Tip 
Click on Shapes Selects a shape Move, format, or connect shapes 
Double Click on 
Shapes 

Opens text box for labeling Add descriptions or titles quickly 

Click + Drag 
Connectors 

Link shapes with flow lines Use auto-connect for faster diagramming 

Right Click on 
Shapes 

Access shape-specific options like 
formatting or data linking 

 

Microsoft Edge 
• Right Click on Tab: Duplicate, close, or move tab 
• Click + Drag Tab: Reorder or move to a new window 
• Ctrl + Click on Link: Opens link in a new tab 

Microsoft Project 
• Click on Task Name: Opens task details 
• Right Click on Gantt Chart Bar: Format task, add dependencies, or adjust duration 
• Click + Drag Task Bar: Reschedule task 

Microsoft OneNote 
• Right Click on Section Tab: Rename, delete, or move section 
• Click + Drag Page Tab: Reorder pages 
• Ctrl + Click on Multiple Notes: Tag or move notes in bulk 

File Explorer (used across Office apps) 
• Right Click on File: Open, rename, share, or view properties 
• Click + Drag File: Move or copy to another folder 
• Ctrl + Click on Files: Select multiple files 
• Shift + Click on Files: Select a range of files 


