Selecting multiple items
Whether you need to select multiple items in a folder, in your email, in a spreadsheet – more or less anywhere – there’s a common way of selecting multiple items.
We’ll use files in a folder as our main example.
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Selecting contiguous items
If you wanted to select a range from the photos on the left – June 2013 002 to June 2013 005:

· Single click on the first file (002)
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Hold down the Shift    key
· Single click on the last file (005)

· Release the Shift    key
All four files will now be selected. You can now right-click on any of the selected files to cut/copy/etc. or click-and-hold on any of the files to drag them all as a group.
Selecting disparate items
If (for example) you only want to select every other file, as shown left:

· Single click on the first file you want (001)

· Hold down the Ctrl key

· Single click on the additional files you want (003, 005)

· Release the Ctrl key when you are done

The three files you need are now selected together. As above, you can right-click or drag any one of the selected files and all the files will act as a group.

Deselected an already selected item

If you have inadvertently selected an item you did not want, you do not need to start over. With the Ctrl key held down, single-click again on the item and it will deselect it.

Selecting everything
Whilst holding down your Ctrl key, press A. This will select everything in your folder/inbox/document/etc.

Advanced tip: If you want to select all but a few items, you could select everything with Ctrl+A or a range with Shift, then deselect the handful with Ctrl.
