Selecting (Highlighting)
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Note: We teach how to do different operations on the computer, but you need to remember that most operations have more than one way that it can be done.  

Making changes to an existing document

You cannot make any changes to existing documents text, unless you select (Highlight) the text to be changed.

Selecting Text (Highlighting)   
Selected text is highlighted, when the letters are white against a black background.
There are many ways to select (highlight); here are some examples:

In the Menu bar, click Edit and then click Select All.

Hold down the Ctrl key and press the A key on the keyboard, this highlights the whole document.

In the left side margin of a document, when the cursor turns into a white arrow:

Click and this highlights the whole line.

Or, click and drag up or down to highlight large sections.

Double click a word: selects (Highlights) the word.

Triple click a word and it selects (highlights) a whole sentence or paragraph.

Click and hold down the mouse button and drag over the words, this will highlight them.

My favorite: because it prevents a runaway mouse. 

Place the cursor at the start of the area to be selected (highlighted), hold down the shift key and click the end of the area to be selected.  It selects everything in between.

Shift + Left arrow: selects left of the insertion point.

Shift + Right arrow: selects to the right of the insertion point.

Shift + Arrow up: selects above the insertion point.

Shift + Arrow down: selects below the insertion point.

Shift + Home: selects from cursor to the beginning of the line

Shift + End: selects from cursor to the end of the line.

