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Guide - On your computer

Quick tools without opening the app

In the desktop app

Right-click or the ring: compress, combine, convert straight away.
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Select one or more files in a folder, right-click, then choose the
tool. A small window with every tool opens: press the one you
want.

e
AR

Compress

Makes the file smalfsg picture:
Iose a fittle detail

On Windows 11 it is under "Show more options" at the bottom of
the menu.



e Or drag the files with Ctrl or Shift held and the ring appears at the
pointer. Let go on a tool and it runs straight away; the result is
saved beside the original.
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In Settings » Quick tools, turn on the right-click menu and choose
its tools and their order.

Show the guick tools in File Explorer's right-click menu

Right-click PDFs, pictures or Office files. On Windows 11 they are under "Show more options" (or [ @
hold Shift while you right-click).




In the same place, turn the ring on or off and choose its tools and
its key (Ctrl+Alt+2Z).

Show the ring when | drag files with Ctrl or Shift held (Option or Command on a Mac)
Start dragging files while holding Ctrl or Shift (Option or Command on a Mac): a ring of tools

opens at the pointer. Let the files go on a tool and it runs straight away, beside the files; or let ‘3
them go in the middle and then click a tool. Or select files and prmctrl-rmtw-z
(Command+Option+Z on a Mac). Pressing Ctrl or Shift alone doe¥Mothing.

And choose the key you hold while dragging to bring up the ring:
Ctrl, Shift, Alt or the Windows key (Option or Command on a Mac).

Key to hold while dragging

Hold this key and start dragging files in File ; Ctrlor Shift Ctrl  Shift Alt Windows key
Explorer or Finder to open the ring. :




In the app: open Help > Help & Support, find this guide, then press Show me or Do it for me.
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