Selecting Text

The Select feature is a powerful tool. Whenever you want to work with a specific section of text, you can select just that portion and work on it separately from the rest of the document.

Once you have selected a piece of text Microsoft Word highlights the selection with a different background color to differentiate it from the rest of the document. You can now make any changes to the selected text only. The rest of your document remains the same.

You can use either the mouse or the keyboard to select text. Each method has its own advantages, so it's a good idea to learn both techniques.

Selecting Text with the Keyboard

1. To select a portion of text using the keyboard, follow these steps:

2. Move the blinking cursor in front of “ceaseless.”

3. Hold down the Shift key.

4. While holding Shift, use the arrow keys to move to the end of the word “hysterical.”

5. The words “ceaseless, frantic, hysterical” are now highlighted. Make these words bold.

Practice Paragraph

I have never seen anything like it. I have never heard any noise to approximate the ceaseless, frantic, hysterical scream which met the Beatles when they took the stage. No one had come for anything other than the Beatles. Then the theatre went wild. First aid men and police, taut and anxious, patrolled the aisles. Many girls fainted. Thirty were gently carried out, 
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Selecting Text with the Mouse

Selecting text with the mouse is also easy, although you might need a bit of practice before you become really good at it. Refer to your “Working with Text” handout for different ways to select text with the mouse. 

Try following these directions to select words in the Practice Paragraph above.

1. Select the words: the Beatles
2. With your mouse, point to the start of the text you want to select and
3. drag the mouse across the text.  (The pointer will look like the letter I – called an “I-beam.”) Remember that when you drag, you must be holding down the left mouse button.)
Deselecting Text

Once you have finished formatting the selected text, you will need to remove the selection highlight.

To remove the selection you must either:

· click anywhere in a blank area of the document with the mouse, or

· press any of the keyboard arrow keys.

Note

If you type any text or numbers, or press Return or Space while text is selected, the  selected text will be deleted and replaced by your new typing. If you do not want this to happen you must be sure not to type anything until you have removed the selection highlight.
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