Oh, my Word!
If you’re highlighting text in MS Office Word, and you’re tired on clicking and dragging and chasing that black space  all over the page, try some of these keyboard shortcuts:

· To select all the text in a document:  Control + A
· To select a specific block of text: Click at the beginning of the passage; hit Shift; Click at the end.
· To select from the insertion  point to the end of the line: Hit Shift then End 
· To select from the insertion  point to the beginning of the line: Hit Shift then Home
· To select a sentence: Hit Control and Click in the sentence.
· To select a paragraph move the cursor to the selection area (That’s the area to the left of the text. You know you’re there when you see a right pointing arrow) Double click. You can also triple click in a paragraph. 
· Other selection area tips:
 Click once to select a line. (If you keep dragging down, you will continue to select additonal lines. 

Other Handy Keystrokes:

· Line Spacing – 

· Cntrl + 2 = double space

· Cntrl + 1 = single space

· Cntrl + 5 = 1 ½ space

· Cut, Copy, Paste

· Cntrl + x = cut

· Cntrl + c = copy

· Cntrl + v = paste

