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Tips and Tricks for Selecting Text Selecting Text with the Keyboard 

 If you have a block of text selected and you 
start typing, the selected text will be replaced 
by your new text. 

 You can select a block of text and drag and 
drop it into anywhere in your document. You 
can also use the navigation pane to move 
large amounts of text.  

 You can select any level of text (letter, word, 
phrase, paragraph, page, document, or parts 
thereof) and manipulate it. This means you 
can bold a single letter the same way you 
would an entire document. 

 You can double-click a word to select it. 
Triple-click to select the whole paragraph. 

 If you want to delete a portion of text, you 
can select it and hit either the Backspace or 
Delete keys on your keyboard rather than 
cutting it.  

 You can select different parts of text by 
selecting the first part, holding the Ctrl key 
with your mouse, and selecting another part. 

 You can select a large portion of text by 
selecting the first word, holding the Shift 
key, and selecting the last word.  

 To deselect text, just click anywhere in your 
document.  

Select a letter to the left of your cursor Shift + Left 
Arrow 

Select the letter to the right of your 
cursor 

Shift + Right 
Arrow 

Select text from your cursor to the 
beginning of a word 

Ctrl + Shift + 
Right Arrow 

Select text from your cursor to the end 
of a word 

Ctrl + Shift + Left 
Arrow 

Select from your cursor to one line 
above 

Shift + Up Arrow 

Select text from the position of your 
cursor to one line below 

Shift + Down 
Arrow 

Select text from your cursor to one page 
above 

Shift + Page Up 

Select text from your cursor to one page 
below 

Shift + Page 
Down 

Select text from your cursor to the 
beginning of the line 

Shift + Home 

Select text from your cursor to the end 
of the line 

Shift + End 

Select text from your cursor to the 
beginning of the paragraph 

Ctrl + Shift + Up 
Arrow 

Select text from your cursor to the end 
of the paragraph 

Ctrl + Shift + 
Down Arrow 

Select an entire document Ctrl + A 

New Features in Word 2010

Expanded 
SmartArt 

SmartArt lets you create professional-looking diagrams very easily. There are many new 
types of SmartArt in Word 2010. 

Navigation 
Pane 

Word 2010 includes a new feature called the navigation pane. This is a special task pane that 
appears on the side of the screen. It lets you quickly navigate through your document, 
rearrange content by dragging and dropping, view each page of the document as a thumbnail 
(small image), and search the document. 

Simultaneous 
Online 
Editing 

Many programs in Office 2010, including Word, are capable of using an online collaboration 
tool called SharePoint. In a nutshell, SharePoint allows you to share documents and 
information with coworkers via a central server, usually set up by your IT department. Word 
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