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WHEN IN DOUBT, RIGHT‐CLICK 
 
You already know this, right? How many times do you do it? I am always surprised at how often this 
solves a problem. It works in so many applications and in so many circumstances. Basically, right-
clicking gives you a context-sensitive menu. That means, it gives you a list of things you can do with 
whatever it is you clicked on. Here are a few examples: 

1. If you right-click on your desktop (just the background), you can arrange the icons, create new 
folders, shortcuts and files, you can change the properties of your screen (like the screensaver, 
wallpaper, and screen settings). Creating a shortcut to a file you use frequently can be a real 
time-saver. I have several files I use almost every 
day, so I created shortcuts to those files.  

2. If you highlight text in Microsoft Word, you can 
cut, copy or paste, you can do all sorts of 
formatting (font, paragraph, bullets and maybe 
more), you can make it a hyperlink, and lots of 
other useful tasks. I know you’ve probably seen this 
boatloads of times, but really look at it. I bet most 
of you hadn’t noticed “New Comment” before.  

3. If you right-click on a word marked as misspelled, 
you can correct it, ignore it, or add it to your 
dictionary. A little tip…when you add a word to 
the dictionary, the capitalization matters. If it’s the 
first word in a sentence and is capitalized, the 
dictionary thinks it should always be capitalized. 
Same goes with singular and plural versions of a 
word. The good news is, if you add it while it is 
lower case, it will not mark it wrong if it’s 
capitalized. Same also goes if a word is singular 
when you add it, if all you do is add an ‘s,’ it 
shouldn’t be marked as wrong. 

4. If you right-click on an autoshape you've 
inserted into your Microsoft Word document, 
you can put text into the shape, you can change 
the outline and colors, change the order of the 
objects, group objects, and more. 
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5. If you highlight text on a web page and right-click, you can copy it to the clipboard. Then, you 
can paste it into another program. 

6. If you right-click on a link, you can copy 
the link and paste it wherever you need 
it. Or, you can open it in a new tab or 
window. I do this when I want to wander 
where the links may take me but not lose 
track of where I started (and I don't have 
to find it with the Back button). 

7. If you right-click on a graphic on a web 
page, you can save the image as a file on 
your hard disk. Just be mindful of 
copyright restrictions. 

8. In Windows Explorer, you can right-click on a folder or file and get all kinds of choices. One 
thing I do is to right-click on files I've downloaded to scan for viruses before I open them. 

9. You can empty your Recycle Bin by right-clicking – you do know you have to take out the 
trash, don't you? 

10. In Microsoft Outlook, right-click on a contact name to send them an email message or call 
them on the phone (assuming your computer and phone are connected to the same phone line). 

11. Microsoft Outlook lets you flag messages and contacts (and set alarms) for follow-up, review, 
etc. Just right-click on the message or contact (or click on the Action menu) and choose Flag for 
Follow Up. To have an alarm pop-up, set a date and time. 

12. The good news is, virtually every program I’ve used has a right-click menu. In our practice 
management software, Endovision, if I right-click on an appointment, I can edit the 
appointment, go to the patient’s record, change the status of the patient to “checked in,” or a 
host of other options. It makes training new staff easier because I can help them narrow the 
choices of what to do next. 

Those are just of few of the ways I use the right-click every day. If you have some favorites, please let 
me know and I’ll share them in future articles. 

 


