
 

 

Standard and Formatting Toolbars: 

Toolbars are rows of buttons and boxes. When you click on a button or box, an application opens or a task is performed. 

Toolbars normally appear at the top of an application's window. The Standard Toolbar shown in the image below is from 

Windows Explorer; the standard toolbars in other applications may have buttons that allow you to open a new document, 

save, print, and spell check. 

The Formatting Toolbar is used to format a text using alignments, font type, font size, bold, italic, and lists. It is provided 

in most applications. The image below shows the Formatting Toolbar from Netscape Composer. 

Save and/or Save As: 

Save is used when: 

 It is the first time you are saving a file. 

 You want to keep saving an existing file in different moments that you are working on it. 

 It is the end of a working period. 

                                                                         

                                                                        Note that clicking Save will replace whatever file you were working on. 

                                                                        Go to File menu and select Save or use the combination keys CTRL+S. 

 

 

 

 

 

 

 

 

 

                                                                                             

Save As is used when you want to save a file with a different name to create 

backups of a file in the creation process. In that way, you can have different 

 versions of the same document and can return to a previous stage. 

Go to File menu and select Save As or use the combination keys CTRL+SHIFT+S. 

 

Rename/Delete a Folder or File: 

Using Windows Explorer, you can rename or delete a file or folder. 

To Rename a file or folder 

1. Navigate and select the file or folder you want to rename from the proper drive (c:, a:). 

2. Go to the File menu and select Rename. 

3. The file name will be highlighted and blinking in the right corner waiting for you to type the new file name. 

To Delete a file or folder: 

1. Navigate and select the file or folder you want to delete. 

2. Go to the File menu and select Delete. 

NB 

 The fastest way to create a new folder in Windows is with the CTRL+Shift+N shortcut. 

 In Windows when you select a file and press the F2 key you can instantly rename 

 Press and hold the Shift key, then press the Delete key on your keyboard. Because you cannot undo this, you 
will be asked to confirm that you want to delete the file or folder. 
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