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Selecting text 
 

Microsoft Word 2007 
 
Note: The following tips work on any view but Print Layout is the easiest to use. (View > Print Layout) 
 
 
 
 

 
 

 

Selecting with the arrow mouse pointer  
Place your mouse cursor in the left margin > Wait until your mouse cursor changes like this >> 
 
Selecting one line  
Single click 

 
 
 

Selecting one 
paragraph 
Double click 

 
 
 

Selecting entire 
document 
Triple click to the left of the text 
(the same as View > Select All or 
press CTRL + “A” keys) 

 
 

Margin area 
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Selecting all texts in the document 
CTRL + A selects the entire document.  

 
 
 
Highlights from the current mouse pointer position to beginning of line 

 
 
 
Highlights from the current mouse pointer position to end of line 

 
 
 

Selecting text with I pointer  
When the mouse cursor looks like this >> 
 
Selecting one word 
Double click 

 
 
 

Selecting one 
paragraph 
Triple click 

 
 
 

Selecting only one 
sentence 
Hold the control key down and 
click any part of the sentence.  
  

 
Other shortcut keys to select text 
 
Shift + Navigation Keys 
Hold down the Shift key and press the appropriate arrow keys such as up and down arrow keys. 
(This method doesn’t require clicking the mouse!) 
 

 
 


