Text Editing Keys & Rules
Key


Function            
Directional Arrows ←↑→↓ are used to navigate the flashing cursor through existing text without changing the existing text.  These are strictly used to position the cursor for text corrections or inserting new text.

Delete
Deletes one character space immediately to the right of the flashing cursor.   

Backspace
Deletes one character space immediately to the left of the flashing cursor.   

Page Up
Moves Flashing Cursor up one page view at a time.

Page Down
Moves Flashing Cursor down one page view at a time.

End
Moves flashing cursor to the end of the sentence it is currently located on.

Home
Moves flashing cursor to the beginning of the sentence it is located on.

Shift
Hold down while you type any letter to Give that letter an UPPER CASE.
Enter ←
Moves flashing cursor down and to the starting point of the next line.  NOTE: Any text located to the right of the flashing cursor will move with the cursor. (Correct by using backspace right away)

Tab
A multi-Function button:  In a text editor like the word processor it will move the flashing cursor five spaces at a time to the right.  A second use for this button is in an electronic form like E-mail, it moves the flashing cursor down to the next Cell.

ESC
Top left corner button makes menus disappear.
Rules: 

1) To prevent the text from getting moved around the screen, use

directional arrows to go down and to the right of a paragraph, then

use enter to continue forcing new lines at the bottom.

2) If lines get separated in your document, Position the flashing 

cursor at the beginning of where the mistake took place.  Use the 

delete key to delete the “Imaginary” empty spaces that are 

separating the lines.  All of the text beneath will move up as you 

delete the empty spaces.
3) Sometimes the computer tries to guess what you want to do like 

automatically indenting a list.  If this happens against your will, go 
to the beginning of the problem and press once on the enter key to 
“Unlock” the computers automatic function.  Repeat as needed for 

each mistake that is made.
