
The Forgotten Keys 
 
 
There are several peripheral keys on the computer keyboard which are very useful, but often ignored – here’s 
a guide to what they do.   
 

  On the Internet, or in a long Word document press the Home key to return to the beginning of the 
line where your cursor is.  Hold down the CTRL key and press the Home key at the same time, and you will 
return to the top of your document or web page. 
 

  The End key works in a similar way, taking you to the end of a line of text or, in combination with 
CTRL it will take you to the end of the document or web page. 
 

  Page Up key moves up one full screen on a web site or document, and  

  Page down – yes! – moves one screen down.  Use the Ctrl key at the same time to go up or 
down a full page, rather than a screen 

 
The four arrow keys work slightly differently.  In a text document (Work or similar), 
using the up arrow moves the cursor up one line at a time, down does the reverse.  
The left hand key moves back one letter at a time and the right hand key moves 
forward one letter at a time (combine with CTRL to move one word at a time in either 
direction).  Hold the key down to move more quickly.  On an internet page, pressing 
the up or down arrow moves the page up or down in smallish sections. 

To highlight text, position the cursor at the start of the text to be selected, hold down Shift and press the right 
arrow key until you have highlighted all the text; using the down arrow selects a line at a time. 
 

   The key next to the right CTRL key can be pressed instead of clicking the right mouse button, 
bringing up the appropriate menu depending where you are in the page when pressed. 
 

   The Tab key can be used in a word processing package to move the cursor in by set numbers of 
spaces.  It is particularly useful when completing registration forms and similar documents on the internet – 
when you have completed a box, press Tab to take you to the next box.  Hold down Shift + Ctrl, then press Tab 
to move back one box. 
 

   The Escape is equivalent to pressing the Cancel button.  If you are trying to stop something running, 
try pressing Esc. Or if you have a drop-down menu you don’t want, press Esc. 
    

  There are two ‘Windows’ keys, one on either side of the space bar.  Pressing one of these will open the 
Start menu. 
 
The Ctrl and Shift, keys work in various combinations with the letter keys to create short cuts which can be 
quicker than using a mouse when browsing the internet.  More information about this in next month’s Mendip 
Times. 
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