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We Want to Hear from You!
As the reader of this book, you are our most important critic and commentator. We value your 
opinion and want to know what we're doing right, what we could do better, what areas you'd like 
to see us publish in, and any other words of wisdom you're willing to pass our way.

As an executive editor for Que, I welcome your comments. You can email or write me directly 
to let me know what you did or didn't like about this book—as well as what we can do to make 
our books better.

Please note that I cannot help you with technical problems related to the topic of this book. We 
do have a User Services group, however, where I will forward specific technical questions 
related to the book.

When you write, please be sure to include this book's title and author as well as your name, 
email address, and phone number. I will carefully review your comments and share them with 
the author and editors who worked on the book.

Email: feedback@quepublishing.com
Mail: Candace Hall

Executive Editor
Que Publishing
201 West 103rd Street
Indianapolis, IN 46290 USA

For more information about this book or another Que title, visit our Web site at 
http://www.quepublishing.com/. Type the ISBN (excluding hyphens) or the title of a book in the 
Search field to find the page you're looking for.
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The Complete Visual Reference
Each chapter of this book is made up of a series of short, instructional tasks, designed to help 
you understand all the information that you need to get the most out of your computer hardware 
and software.

Click:  Click the left mouse button once.

Double-click:  Click the left mouse button twice in rapid succession.

Right-click:  Click the right mouse button once.

Drag:  Click and hold the left mouse button, position the mouse pointer, and 
release.

Pointer Arrow:  Highlights an item on the screen you need to point to or 
focus on in the step or task.

Selection:  Highlights the area onscreen discussed in the step or task.



Type:  Click once where indicated and begin typing to enter your text or data.

Click and Release:  Point to the starting place or object. Hold down the 
mouse button (right or left per instructions), move the mouse to the new location, and then 
release the button.

Key icons:  Clearly indicate which key combinations to use.
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