Moving the Cursor
Rick Shur


The cursor ( | ) is the little flashing line that tells you where you are typing in your document. You can move the cursor in two ways: with the mouse or with the keyboard.

Moving the cursor with the mouse
Move the mouse so that the cursor appears where you want it. Then click the left button of the mouse to put the cursor in the new place. The cursor will not go into the new place until you click the mouse button.

Moving the cursor with the keyboard
left arrow

move one space to the left

right arrow

move one space to the right

up arrow

move one line up

down arrow

move one line down

Ctrl-left arrow

move to the previous word

Ctrl-right arrow
move to the next word

Home


move to the beginning of the line

End


move to the end of the line

Ctrl-Home

move to the beginning of the document

Ctrl-End

move to the end of the document

Note: You can hold any key down to make it repeat automatically. This moves it fast.

Scrolling through your document:
Scrolling lets you see the parts of your document that don't fit on the screen. You can scroll up (to the beginning) or down (to the end) of your document. There are three ways to scroll.

1. Use the up or down arrow. (Hold the key down, or hit it again and again.) Your cursor position will change if  you use this method. 

2. Use the Scroll Bar on the right. Using the Scroll Bar does not change the position of your cursor. The Scroll Bar has three parts. There are two arrows (), at the top and at the bottom of the Scroll Bar. Inside the Scroll Bar there is a Scroll Button.

Click on the top (up) arrow to go slowly to the beginning of your document, moving one line at a time. Click on the bottom (down ) arrow to go slowly to the end of your document, one line at a time.

To move faster, click anywhere on the Scroll Bar above the Scroll Button to move towards the beginning of your document. Click anywhere on the Scroll Bar below the Scroll Button to move towards the end of your document.

To move in the fastest way possible, click directly on the Scroll Button and HOLD the left button of the mouse while you "pull" the Scroll Button up (to see the beginning of your document) or down (to see the end of your document).

3. Roll the little Scroll Wheel on your mouse. Some computers have a mouse with a left button, a right button and also a Scroll Wheel in the center. This is convenient because you don't have to move the mouse to the Scroll Bar on the right if  you scroll with the mouse's built-in Scroll Wheel.
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