1. Click at the end of this line. Hold down the shift key and press the home key to select this line of text.

2. With the above line highlighted type your first name. Then click on step 3.
3. Click anywhere on this line and then press the home key. Hold down the shift and the end key to select it.
Leave the above line highlighted and do step 4.
4. Press the ctrl and the c keys at the same time to copy the text you selected in step # 3. Click on the step 5 line.
5. Press the page down key one (1) time and press the ctrl and the v keys to paste the copied text.
6. Press the page down key two (2) times and follow the instructions you will find.

7. Type your last name on the step 8 line.

8. Press the page up key and do step 6.

9. Press the Ctrl and f keys at the same time. Note that a side bar popped up on the left hand side of the screen. Type your first name in the navigation box and then click the magnifying glass to find your name.

10. Click after the word here in this sentence. Use the backspace key to delete the word “here” in the previous sentence and type the word “there” in its place.
11. Click before the word there and use the delete key to delete the word “there” in the previous sentence and type the word “here” in its place.

12. Click at the beginning of this line. Hold down the shift key and press the down arrow key three times to highlight these three lines of text. Press the ctrl and the x keys at the same time to cut these three lines of text.  

13. Press the page down button three (3) times and then press the ctrl and the v keys to paste the text you cut in step 1.
14. Press the alt, f and x keys in sequence to exit this program. Do not save the changes!
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