Module 4, page 7

Hi and welcome to the fourth session of 

Making Friends with your computer

The last session you looked at formatting text – that’s changing the way your writing looks:

· making it bold, italic and underlined;

· changing the alignment to left, centred and right;

· using different typefaces, sizes and colours. 

In the process, you picked up two key skills: 

1. how to select text with the mouse and

2. how to use the icons on the formatting toolbar.

You may have even made a start with creating a notice. In this session we’ll practise selecting text again because you’re going to make a start with another useful word-processing skill: copying and moving  text. We’ll use toolbars and the keyboard for this. 

Press the PgDn key to move to the next page.

 Second thoughts are invariably better thoughts.


Moving text

Imagine that you have written a letter using pen and paper, and you decide you want to move some words. The old fashioned way to do this would be to cut out the words using some scissors and stick them back in somewhere else. You can do this with the computer, if you remember to follow this sequence: 

1. Select the words you want to cut using the mouse.


TIP



2. Cut them to the clipboard, using the scissors icon (or Ctrl-X)

3. Position the blinking point at the spot where you want to paste them in 

– your target spot.

4. Paste them in using the clipboard icon (or Ctrl-V) 


TIP

See if you can cut the line in green from the top of this page and paste it below using the four steps described above. 

 (
Press the PgDn key to move to the next page.

Copying text

Exactly the same technique is used to copy things as to cut them; you just type Ctrl-C instead of Ctrl-X. This leaves the original words and makes a copy that can be pasted again and again, until something else is put on to the clipboard. Type your name here:

(
· Select the words you want to cut using the mouse.

· Copy them to the pasteboard, using the copy icon (or Ctrl-C)

· Position the blinking point at the spot where you want to paste them in.

· Paste them in using the clipboard icon (or Ctrl-V) 


TIP

Paste it here: (
And here: (






And here: (
Did it come back? Excellent!

When you’re done, tap on the PgDn key to move on. 

As you do more word processing, you’ll soon find that being able to copy, cut and move words, phrases and even whole paragraphs around – to re-phrase the way you say something – is extremely useful. 

For example, see if you can re-arrange the following using the cut and paste method: 

First take your ingredients

Fourth, cook in a cool oven for 30minutes

Lastly serve with jam and cream

Second add 50ml cold milk

Third beat in an egg

When you’re done, tap on the PgDn key to move on. 

I love my mouse!

As you’ve already discovered, there’s always more than one way of doing everything on this computer. So, if you’re happier using the mouse than remembering all these keyboard commands, it’s worth knowing that you can copy, cut and paste using the Edit menu.


I hate my mouse!

Let’s face it, moving the pointer around to select and highlight words can be difficult. Luckily you can do it from the keyboard. So let’s have a try. 

You can select text by holding down the Shift key and using the arrow keys to highlight words or lines. Start by moving the blinking point to here. Then try selecting these words by holding down the Shift key and tapping the right arrow key. Hands off! Then hold down the Control (Ctrl) key and tap the C or X keys (to copy or cut). 


TIP

Then move your blinking point to here, hold down the Control (Ctrl) key and tap the V key (to paste). Your selected text instantly gets pasted in. 
When you’re done, tap twice on the PgDn key to move on. 
Dragging and dropping 1
If you’re really handy with that mouse, you might like to have a go at ‘dragging and dropping’ This is a neat way of moving words around…but a bit fiddly! It helps to have the page magnification set to 150% – it’s at the top of the screen. 

· Start by triple clicking on the green sentence below to highlight it. 

Its fleece was white as snow.

Mary had a little lamb. 

· Then put the pointer in the black box, click once and keep the left-hand mouse button held down. You should see a little grey box appear under the pointer and a grey dotted line above it. 

· Now, still holding down the button, carefully drag the pointer up to the beginning of the blue sentence so the grey dotted line is just before the word Its
· Let go of the mouse button. You should see the green sentence drop into place – that’s why it’s called ‘dragging and dropping’!

When you’re done, tap on the PgDn key to move on. 

Dragging and dropping 2
Let’s have a bit of practice at that dragging and dropping using that awful recipe again. Remember to: Select – Click-and-hold – Drag into position – Release to drop.

First take your ingredients

Fourth, cook in a cool oven for 30minutes

Lastly serve with jam and cream

Second add 50ml cold milk

Third beat in an egg

When you’ve done that, why not print out this module. The last page  (called How do I...?)  lists all the commands you have already learnt. 


Impressive isn’t it? 

Well done!

HOW DO I...?

To do this...



Menu command


Keyboard shortcut



Starting a document

Open a new page



File-New



Ctl - N



Change the margins


File-Page Set up-Margins

New line or put in a line space

Enter key

Correcting mistakes
Rub out backwards


Backspace key

Rub out forwards



Del key

Select text





A word...



A double click on the left-hand button 
Shift key and arrow keys

A line...




Three clicks on the left-hand button. 

A sentence...



A single mouse click while holding down the Ctl key
A paragraph...



Triple click on the left-hand button

Everything








Ctl-A

Formatting text.   Select text then..

Make it bold



B button




Ctl-B

Make it italic



I button 




Ctl-I

Make it underlined


U button




Ctl-U

Centre text.



Centre button



Ctl-E


Change font 



Font menu

Enlarge/reduce text.


Font size button



Ctl-] or Ctl-[

Change font colour


Format-Font-Colour




Cut, copy & paste   Select text then..
Cut a word or phrase


Edit-cut




Ctl-X

Copy a word or phrase


Edit-copy then Edit-paste


Ctl-C then Ctl-V

Paste a word or phrase


Edit-paste



Ctl-V


Switch between windows


Window-Select



Ctl-F6

I’m finished

Save your work to disk


File-Save



Ctl-S

Preview your work before printing

File-Print Preview

Print




File-Print



Ctl-P then Enter/OK


Close the window


File-Close



Ctl-W

Get rid of Dialogue window






Esc key

Quit Windows



File-Exit



Alt-F4

Clicking when your pointer is out here will highlight a line at a time.
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Cut





Copy





Paste





Either/or


Not both!








�PAGE \# "'Page: '#'�'"  ��A double-click on the left-hand button should select a word. 


A triple click on the left-hand button should select a whole paragraph!


A single click on the left-hand button while holding down the Control key should select a whole sentence.





�PAGE \# "'Page: '#'�'"  ��It might help you to think of V for Velcro.





�PAGE \# "'Page: '#'�'"  ��OK, if V for Velcro didn’t help, how about V for an arrowhead pointing down?





�PAGE \# "'Page: '#'�'"  ��To speed things up, hold down the Shift and Ctl (for Control) keys then the right arrow key and you should find that you are selecting whole words at a time, not just letters. Now that’s cool! 
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