              Word-processing without  toil !                                                             

 8.  Inserting & Deleting Text – is it agonizing for you ? 



Exist different ways to edit text by means of inserting, changing and deleting some text or symbols. For new users we recommend to practice only one simpler way, that allows to improve quickly a large experience. First of all, follow the well known rule- ‘WRITE NOW , EDIT LATER ‘! 

HOW  TO INSERT

and DELETE TEXT?

To insert text into previously created text, MOVE the INSERTION POINT to the location and TYPE IN the new text or symbols. WORD moves the existing text to the right and adjusts the line endings to accommodate the changes .( Think about wrapping !) If you have at right some wrong text or symbols, use the key ‘DELETE’ to do that. 
TO change some text 
( MOVE  

The INSERTION point to the  LOCATION

CLICK it- TYPE IN new TEXT- PRESS
’DELETE’-to erase the wrong text , then

‘ END’ or ‘CTRL END’
 NOTICE:

-Each PRESS on ‘DELETE’ erases one symbol or space.

-Pressing ‘END’ , you go to the end of the line.  -Pressing

‘ CTRL+END’you go to the end of the document, or  pressing

‘CTRL+ HOME’ you go the beginning of the document.

If  you have other places for editing your document REPEAT the option –‘TO CHANGE SOME TEXT
