Highlighting text in Word This is a combo of 2 sets and may have some dups.

To move text or copy it from one place to another in Word, you have to select it first. You can also erase a great gob of text merely by selecting it and pressing the Delete key. So it pays to know how to select text.  

Here are some shortcuts for doing it:  

A word: Double-click the word.  

A line: Click in the left margin next to the line.  Your mouse cursor changes to an arrow.

Some lines: Drag the mouse over the lines or drag the mouse pointer down the left margin.  

A paragraph: Double-click in the left margin next to the paragraph.  Or drag the arrow (previous tip) down the page.

A mess of text: Click at the start of the text, hold down the Shift key, and click at the end of the text. This really works best when the scrolling goes too fast to control.  

A gob of text: Put the cursor where you want to start selecting, press F8 or double-click EXT (it stands for Extend) on the status bar, and press an arrow key, drag the mouse, or click at the end of the selection.  

Yet more text: If you select text and realize you want to select yet more text, double-click EXT on the status bar and start dragging the mouse or pressing arrow keys.  

Text with the same formats: Right-click text that is formatted a certain way and choose Select Text with Similar Formatting.  (May only be in Word XP)

A document: Hold down the Ctrl key and click in the left margin, or triple-click in the left margin, or choose Edit, Select All, or press Ctrl+A.  (Yes, I said TRIPLE CLICK!- Try it.)

If you have a bunch of highlighted text on-screen and you want it to go away but it won't (because you pressed F8 or double-clicked EXT to select it), double-click EXT again.

Loren’s notes:

The F8 key turns on Extended. It is not a toggle to turn it off as with most commands. Also you can use the F8 key in funny ways. Place the cursor at the beginning (Ctrl Home) and repeatedly touch F8. Watch what happens each time it is touched up to 5 times. 

Double click the Ext button to turn it off. Touch the End key or CTRL End to place the cursor at the end and try the same thing.

Turn it off, kill the highlight, place cursor in various places inside the document and try it.

Notice that the Ext button lights up the first time you use F8 and stays until you double click it. This may be one of the rare commands that requires double clicking. 

Additionally, clicking F8 once sets all the highlighting cursor control keys into motion. Try the arrows, home, end, Pg Up, Pg Down. Its all based on where you place the cursor at the start.

You can select words, sentences, and areas of text in Word by double-clicking, dragging, or pressing a key as you click.  

To select lines, paragraphs, or an entire document, use the selection bar, which is the invisible area along the left edge of the text area. You can identify the selection bar by moving the mouse pointer to the left side of your document; when the pointer is in the selection bar, it changes from an insertion point to a right-pointing arrow.  

The following list describes the different ways to select text and graphics using the mouse in a To Select A /Then Do B format:  

A graphic: Click the graphic.  

A line of text: Click in the selection bar to the left of the line.  

Multiple lines of text: Click and drag in the selection bar in the direction of the lines you want to select.  

A sentence: Hold down Ctrl, and then click in the sentence you want to select.  

A paragraph: Double-click in the selection bar to the left of the paragraph, or triple-click inside the paragraph.  

Multiple paragraphs: Drag in the selection bar in the direction of the paragraphs you want to select, or triple-click inside the first paragraph and drag over all the paragraphs you want to select.  

Any item or amount of text: Click where you want the selection to begin, hold down Shift, and then click where you want the selection to end.  

An entire document: Triple-click in the selection bar.  

A vertical block of text: Hold down Alt, click the mouse button (except within a table), and then drag.  

If you begin selecting in the middle of a word and drag to include part of a second word, Word selects both words and even the spaces after them. To turn off automatic word selection, choose Tools, Options and select the Edit tab. Then under Editing Options, clear the When selecting, automatically select entire word check box.  

You can select text and graphics quickly by positioning the insertion point at the beginning of the text or graphic that you want. Then hold down the Shift key, and click where you want the selection to end.

Ctrl click = sentence select

Ctrl Alt click = selects from the click point to the beginning of the line.

Alt Drag = selects block of text

Crtl drag = selects block of text

Shift drag = selects block of text

