   Word-processing without  toil !                        3.  SCROLLING – WHAT IS IT ?  



In order to see a different portion of the document, you need to SCROLL,whereby new lines will be brought into view as the old lines disappear. Scroll quickly through a document by CLICKING  above or below the scroll box up or down an entire screen. Move  to the top, bottom , or an approximate position within a document by dragging the scroll box to the middle of the bar moves the mouse pointer to the middle of the document.  
KEYBOARD

The advantage of scrolling via the keyboard, instead of the mouse , is that the location of the insertion point changes automatically and you can begin typing immediately.
TO SCROLL WITH THE
KEYBOARD: 
PRESS-

CTRL+HOME and CTRL+END to move to the beginning and end of a document,

respectively.

PRESS- HOME and END to move to the beginning and end of a line.

 PRESS-  PgUp & PgDn

To scroll one screen in the indicated direction.
