Exercise # 3
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1. Open the file cover letter.
2. Change the date, years of experience noted in the letter and the closing.

3. Use your short cut key to undo these changes.


Remember: Sometimes you may undo an action by mistake or realize you prefer the original wording of a sentence. Just as you can undo an action, you can also redo an action by clicking redo on your quick access toolbar.

In this exercise you will practice:





Using Undo to recover from commands








Practice
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Practice navigating this document using your keyboard.





With your keyboard:�
To do this:�
�
HOME�
Move to the beginning of the current line�
�
END�
Move to the end of the current line�
�
CTRL + HOME�
Move to the beginning of the document�
�
CTRL + END�
Move to the end of the document�
�
PAGE UP�
Move up one screen�
�
PAGE DOWN�
Move down one screen�
�
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