Mr. Levine

Oct. 13, 2005

Saving Time by Using the Keyboard
Read Part 1 of this document and follow the instructions in Part 2.
Save the completed worksheet to your My Documents folder and send it to Mr. Levine using NetMeeting File Transfer.
This worksheet is worth 5 points.
Part 1 - Introduction

You will be using the keyboard only for this exercise. The keyboard is often faster than the mouse. To use the mouse you have to take a hand off the keyboard, point and click with the mouse, and then put your hand on the keyboard again.

In this document:

ctrl-x means “hold down the control key and press x”

alt-x means “hold down the alt key and press x”

shift-x means “hold down the shift key and press x”

There are two ways to use the keyboard instead of the mouse:

Keyboard Accelerators

Accelerators are easy to use because you can find them in the user interface by looking for underlined letters. Use the alt key along with the underlined letter to run the command. For example, the Table menu has an underlined letter “a”. To use the table menu without using the mouse, press alt-a.
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Dialog boxes (popup windows) often have lots of accelerators shown with underlined letters. For example, if you want to ignore a word during spell check, press alt-i.
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Keyboard Shortcuts

Shortcuts are ways to use the keyboard that can be used without activating menus or dialog boxes. Sometimes shortcuts are shown next to the command. Bring down the file menu (alt-f) and notice that the Save command has ctrl-s next to it. You can use ctrl-s to save a document at any time without touching the mouse. Get used to doing ctrl-s often to avoid losing your work.
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Some shortcuts aren’t shown on the user interface. For example, you can switch to boldface using ctrl-b. These shortcuts are generally documented somewhere in the program’s help system. You can also discover shortcuts by using the Customize command from the Tools menu and pressing the Keyboard button. This will show all the program’s commands and any assigned shortcuts.

Standard shortcuts for all programs:

· The Escape key (Esc) is the same as pressing the Cancel button in a dialog box.

· The Enter key is the same as pressing the button that has the focus in a dialog box. This is the button that has a heavy black box around it. The Clear button has the focus in the image below.
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· The Tab key moves forward between controls in a dialog box.

· Shift-Tab moves backward between controls in a dialog box.

· Ctrl-c copies the selection to the clipboard.

· Ctrl-x cuts the selection to the clipboard

· Ctrl-v pastes the selection into your document.

There are many more shortcut keys.
Selecting text using the keyboard

To select text using the keyboard, hold down the shift key while you use the arrow keys to enlarge the selection.
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Part 2 – Practice

YOU MAY NOT USE THE MOUSE FOR THIS EXERCISE!

1. Insert special symbols

a. Use an accelerator to drop down the Insert menu
b. Use an accelerator to choose the Symbol command. This brings up the Symbol dialog box.
c. Use an accelerator to change the symbol’s font.

d. Use the tab key to move to the grid of symbols and the arrow keys to select a symbol.
e. Use an accelerator or the Enter key to close the dialog box and insert the symbol.

Insert a few symbols between the |’s: |                              |        

2. Format using shortcuts
Change the three lines below as shown.
Make this line bold (use ctrl-b)
Make this line italic (use ctrl-i)

Make this line underlined (use ctrl-u)

3. Format using the Format Font command

Change this line to 16 point (using keyboard accelerators)
Change the font of this line (using keyboard accelerators)
4. Clipboard commands

Use the clipboard to switch the order of the two lines below. Cut (ctrl-x) the first line and copy (ctrl-v) it below the second line.
Make this the bottom line

Make this the top line
