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Keyboard Techniques

The keyboard offers many time-saving techniques in moving
around the document.

The right side of your keyboard contains four keys with arrows.
These keys may be used to move the insertion point one character
to the left or right and one line up or down. Word 2000 also has
keyboard commands that move the insertion point more than one
character or line at a time. The table below summarises these
keyboard commands.

Keyboard Movement Commands
.

To move Press

Up one line I

Down one line

Left one character «

Right one character —
Beginning of line Home

End of line End

Word left Ctrl + —
Word right Ctrl + —
Previous paragraph Ctrl +1
Next paragraph Ctrl + |

One screen up PgUp

One screen down PgDn
Beginning of document Ctrl + Home
End of document Ctrl + End

1. Practise  moving around the document using both mouse

and keyboard techniques.
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Selection Techniques
(XS

To select Do this

—l—x;y text Drag across the text you want to select.
A word Double-click the word.

A line Click in the selection bar to the left of

Multiple lines

the line.

Drag up or down in the selection bar
to the left of the lines.

A sentence Hold down the <CTRL> key and click
anywhere in the sentence.

A paragraph Double-click in the selection bar next to
the paragraph.

Multiple Double-click and drag in the selection

paragraphs bar.

A document Triple-click the selection bar.

9. Click the Selection Bar next to the second line of text

to select it.

The screen appears as follows:

FORMATTING TEXT

Formatting text usually requires two steps: first you select what you want to

format, such as a word or paragraph; then choose the appropriate format.

10.  Click

elsewhere in the document to deselect the text.

Once you have typed a reasonable amount of text you should save
your document before formatting it.

11.  Choose
12, Type
13. Click

the File menu, then the Save command, to display
the Save As dialog box.

Chapters in the File name: text box to replace
the suggested document name.

| to complete the process.
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