


The
Shift/Click
Method

In the previous lesson, you learned several techniques to select (i.e., 
highlight) text. In this short lesson, you will learn a few other ways
to select text that can be great time-savers. Keep in mind that on
almost all occasions when you edit text, you will be using selection
techniques. If you are new to the computer, feel free to skip this
lesson for now and come back to it at a later time when you are
more comfortable with Word. 

1. Word should be started and the Word window
maximized. Nor mal should be cho sen on the View
menu, and the Show/Hide para graph but ton
should be ac ti vated. We also rec om mend that you
close the task pane by click ing its X but ton. For
other set tings, re fer to Set ting Up Word to Work with
This Course on pages xiii - xv.

2. On the File menu, choose Open.

3. Verify that FLS Word2003 Stu dent Files is dis played
in the Look in box. If not, click the Look in box, click
on C: and double-click FLS Word2003 Student Files.

4. In the list box, double-click on Practice 1 (you may
need to scroll the list box).

Practice 1 is opened.

An effective way to select text is to click an insertion point at one
end of the text to be selected, move the I-beam to the other end,
hold down the SHIFT key, and click. Text between these two points 
will be selected. This technique is very useful when the text to be
selected extends over several screens.

1. Click somewhere in the middle of the first line.

2. In the following instruction, do not drag and do not
click. If you accidentally do so, start again with step 1.

Position the I-beam somewhere on the second line
of the second paragraph. (Once again, do not click.)
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3. Hold down the SHIFT key and click.

Notice that text between these two points is selected. 
Your screen should look something like the
following:

4. Click to remove the highlight.

5. You can also do this backwards.

Click an insertion point somewhere in the last few
lines.

6. Position the I-beam a few lines above this position.

7. Hold down the SHIFT key and click. 

Notice the selected text.

8. Click to remove the selection.

Note: From now on we will notate these steps as
SHIFT/click.

9. Using the techniques you have learned so far,
spend a few moments selecting text and deleting it 
with the DELETE or BACKSPACE key.
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Selecting a
Word

Before learning to select a word, you are going to once again open a 
fresh copy of Practice 1. This time you are going to revert to the
saved version and let Word automatically close the version on the
screen.

1. Close Practice 1 without saving and open it again.

A fresh copy of Practice 1 appears. Word has not
saved the changes from the previous version.

1. A word can be selected by double-clicking anywhere on 
it. The space following it will also be selected. If
punctuation follows the word, only the word will be
selected.

Position the I-beam anywhere on a word and
double-click.

Notice that the word and the space following it are
selected. If this did not work, keep trying because
double-clicking takes some practice.

2. Click to remove the highlight.

3. Double-click on a word followed by punctuation.

Notice that only the word is selected and not the
punctuation.

4. Click to remove the highlight.

Selecting a
Sentence

You can select a sentence by holding down the CTRL key as you
click. The period and any spaces following it will also be selected.

1. Position the I-beam anywhere on a sentence that
ends with a period and a space.

2. Hold down the CTRL key and click (CTRL/click).

Notice that the sentence, the period, and the space
following it are selected. If the sentence is the last
one in a paragraph, only the sentence and the period 
will be selected.

3. Click to remove the selection.
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The
Selection
Bar

At the left of the screen is an empty area called 
the selection bar. Normally, you do not see 
anything there, for it is usually used as an area 
to select text in various ways. When the I-beam 
is positioned in this area, it turns into an arrow 
pointing to the right, towards the text.

You can select a line of text by positioning 
the I-beam in the selection bar, pointing to 
a line of text, and clicking.

1. Position the I-beam in the 
selection bar until it turns into 
an arrow pointing to the right.

2. Point to any line of text 
and click.

Notice that the line is selected.

3. Move out of the selection bar somewhere in the
text and click to remove the highlight.

If you stayed in the selection bar when you clicked,
you would have selected something else.

You can select more than one line by positioning the I-beam in the
selection bar and dragging.

1. Position the I-beam in the selection bar and point
to any line.

2. With the arrow pointing toward the text, drag
down to select several lines.

3. Move out of the selection bar somewhere in the
text and click to remove the highlight.

Selecting
Paragraphs

One way to select a paragraph is to use the selection bar.

1. Position the I-beam in the selection bar, point to
any paragraph that has text, and double-click.

Notice that the entire paragraph is highlighted. You
have selected the paragraph.
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2. Move out of the selection bar and click to remove
the highlight.

Tip: You can also select a paragraph by
triple-clicking (clicking three times rapidly)
anywhere in the paragraph.

You can select more than one paragraph by using any of the above
techniques and then dragging.

1. Position the I-beam in the selection bar pointing to 
the first paragraph.

2. Without releasing, double-click.

3. Drag down to the second paragraph of text and
notice that the text is highlighted paragraph by
paragraph.

You have selected multiple paragraphs.

4. Click anywhere in the document to remove the
highlight.

Selecting
the Entire
Document

There are several ways to select the entire document. You are going 
to begin by positioning the I-beam in the selection bar and using
CTRL/click.

1. Position the I-beam anywhere in the selection bar
so the arrow points to the right.

2. Use CTRL/click.

Notice that the entire document is highlighted. This
document consists of only a few paragraphs, but all
of a larger document would also be selected.

3. Click to remove the selection.

4. You can also use the Select All command on the Edit
menu.

On the Edit menu, choose Select All.

Notice that the entire document is highlighted.

5. Click to remove the highlight.
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6. Perhaps the easiest method for selecting the entire
document is the keyboard shortcut for the Select All
command, CTRL/A (for “All”).

Use CTRL/A (Hold down the CTRL key and tap the
letter A.)

Notice that the entire document is highlighted.

7. Click to remove the highlight

Note: Triple-clicking in the selection bar also selects
the entire document.

Selecting
with the
SHIFT Key

You can also use the SHIFT and ARROW keys to select text.

1. Click an insertion point anywhere in the document.

2. While holding down the SHIFT key, tap the RIGHT
ARROW key a few times.

Notice that the characters to the right are
highlighted. 

Extending
the
Selection

Once text is highlighted, you can use the SHIFT key to extend the
selection.

1. While holding down the SHIFT key, tap the DOWN
ARROW key a few times.

Notice that the highlight is extended as the insertion 
point moves down.

2. While holding down the SHIFT key, tap the LEFT
ARROW key a few times.

Notice that the highlight is reduced.

Tip: You can use the SHIFT key with the PAGE UP
and PAGE DOWN keys to highlight screens of text
at a time.

Tip: You can use the SHIFT key with the mouse to
extend or reduce a selection after you have released.
Thus, if you go too far or not far enough, it is not
necessary to click and start over. If the text is still
highlighted, you need to only hold down the SHIFT
key, position the I-beam at the end of the selection,
and continue dragging in either direction. Be careful
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the I-beam does not change to a pointer or you will
accidentally move text. This is drag-and-drop editing,
a topic covered in Lesson 6.

Tip: You can also extend the selection with the
SHIFT/click procedure. Once text is highlighted,
position the I-beam further down and SHIFT/click.
This will not work backwards because the highlight
will end where the former highlight began.

3. If you are continuing with the next lesson, close all 
open documents. If you are not continuing, exit
Word. There is no need to save any changes to
Practice 1.

End of Lesson 4
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