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Select Text Using the Keyboard
When using ECF, it is sometimes quicker to highlight text using the keyboard instead of the
mouse. The following keyboard commands may be used to select text. 

To select Press the 

One character to the left of the cursor Shift + left arrow key 

One character to the right of the cursor Shift + right arrow key 

One word to the left of the cursor Shift + Ctrl + left arrow key 

One word to the right of the cursor Shift + Ctrl + right arrow key 

From the cursor to the beginning of the line Shift + Home key 

From the cursor to the end of the line Ctrl + End key

Example

When the document file screen displays, the current date is automatically shown in the Date
document filed field. Notice that the cursor is at the far end (right) of the field. To change the
date, press and hold Ctrl then press the Home key to select the entire field. Once highlighted,
you type the correct filing date. The existing text is replaced with the text you type. 
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Move the Cursor

To have the cursor Press the 

Move one space The left or right arrow keys

Move one word left Ctrl and the left arrow key 

Move one word right Ctrl and right arrow key 

Go to the end of the line End key

Go to the beginning of the line Home key

Basic Editing

If you want to … Then press the …

Cut (delete) the selected text Ctrl + X

Copy the selected text Ctrl + C

Paste the selected text Ctrl + V

Scroll ListsT
o have thecursor … Then press the …

If you want to  … Then press the …

Open a list Alt + the down arrow key

Advance to the end of a list Ctrl + End

Advance to beginning of a list Ctrl + Home

Advance Down Down arrow key

Advance Up Up arrow key

Advance down several items Page down key

Advance up several items Page up key
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