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Rearrange Paragraphs Easily

This Quick Guide will show you how to easily move paragraphs within a Word document.
Don't waste time dragging paragraphs with your mouse, when a simple keystroke combina-
tion enables you to easily rearrange paragraphs.
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2.) After I've marked my target
paragraph this way, | hold down
the "Shift" and the "Alt" keys
(Shift + Alt), choosing which-

ever "Shift" and "Alt" combina- Enter
tion is most convenient. Shift Shift
Ctrl Alt Alt Ctri
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and "Shift" keys, | can use the
up and down arrow keys to
move the paragraph up or down
in my document.
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4.) The paragraph selected will

become highlighted
as | move it, when | press and \

release the arrow key. Since
the “Up” arrow was used, the
chosen paragraph has been
moved up the page.

5.) Notice that the paragraph |

selected in the original docu-

ment has now been moved up

the page one “space”.
The paragraph will move
further up in the document
each time | press and
release the arrow key.

Caution: If | kept the arrow
key depressed, the paragraph
selected would move rapidly
and continuously, and | might
easily overshoot the new

location | wanted to move it to.

Try using this technique with

some of your Word documents.

Federaland State Laws Prohibit Discrimination on the Basis
of Disability

Americans with Disabilities Act (ADA) 1990

The ADA prohibits discrimination on the basis of disability in employment,
State and local government, public accommodations, commercial facilities,
transportation, and telecommunications. It also applies to the United States
Congress.

To be protected by the ADA, one must have a disability or have a relationship
or association with an individual with a disability. An individual with a
disability is defined by the ADA as a person who has a physical or mental
impairment that substantially limits one or more major life activities, a person
who has a history or record of such impairment, ora person who s perceived
by others as having such impairment. The ADA does not specifically name all
ofthe impairments that are covered. The law was enactedin July 1990.
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To be protected by the ADA, one must have a disability or have a relationship
or association with an individual with a disability. An individual with a
disability is defined by the ADA as a person who has a physical or mental
impairmentthat substantially limits one or more major life activities, a person
who has a history or record of such impairment, ora person who is perceived
by others as having such impairment. The ADA does not specifically name all
of the impairments that are covered. The law was enacted in July 1990.

The ADA prohibits discrimination on the basis of disability in employment,
State and local government, public accommodations, commercial facilities,
transportation, and telecommunications. It also applles to the United States
Congress.

=)
Federaland State | =+« Brahiki# Ricaviminasion on the Basis
of Disabil Original Version
ADA Title I* Emnlovment

&h

Fede’alandSrnon 1 missm Bonhihivs Minavisminavinm an -l’e Basis

ofDisabiliy After Moving Paragraph

Americans with Disabilities Act (ADA) 1990

State and local government, public accommodations, commercial facilities,
transportation, and telecommunications. It also applies to the United States

| |The ADA prohibits discrimination on the basis of disability in employment,
Congress.

To be protected by the ADA, one must have a disability or have a relationship
or association with an individual with a disability. Anindividual with a
disability is defined by the ADA as a person who has a physical or mental
impairment that substantially limits one or more major life activities, a person
who has a history or record of such impairment, ora person who is perceived
by others as having such impairment. The ADA does not specifically name all
ofthe impairments thatare covered. The law was enacted in July 1990.
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