Word-processing without  toil !                                                          

   6.  What is ‘select-then-do’  methodology?



Briefly, that is: you select a block of text, then you execute the command to operate on that text. The most basic way to select text is by dragging the mouse : Click at the beginning of the selection, press and hold the left mouse button as you move to the end of the selection, then release the mouse. 

ARE   THERE

     SOME 

SHORTCUTS?

Yes ! There are a variety of shortcuts to facilitate the process of dragging: For example, double click anywhere within a word to select this word, or press CTRL key and click the mouse anywhere within a sentence to select the sentence .So, SELECT, THEN, DO !    
TO FORMAT SELECTED TEXT:
( GO TO  ‘FONT‘,then

CLICK

Your chosen FONT; CLICK- B
(BOLD), or -I(ITALIC), or
U-underlined), or together in some combination.
You can ,also change the size of the font in this selected text
