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Cut, Copy and Paste

-

A helpful feature of Microsoft Word, and many other programs, is the ability to
cut, copy, and paste. These features allow you to take text or images from one
document or file on your computer, and add them into another document or file.

You can copy almost any text or image on a computer to paste it into a Word
document. Let’s see these features in action with Jane’s letter.
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Dear family and friends,

This has been a special year for Richard and me! We celebrated our 30"
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young once!

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite
of mine.

We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this year.

Jane has decided to change the order of paragraphs in her letter. To do that, she
will use the cut and paste features in Word.
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Dear family and friends, -

This has been a special year for Richard and me! We celebrated our 30"
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young once!

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite
of mine.

We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this year.

N

To cut and paste, Jane needs to use the click and drag method again to highlight
the text she wants to move.
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d friends,

a special year for Richard and me! We celebrated our 30*
weaaing anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young once!

We visited Washington DC this summér and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free!l | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite
of mine.

We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this year.

Once the text is highlighted, Jane will go up to the Clipboard menu. Since Jane
wants to move this text, she selects the Cut option, which looks like a pair of
SCissors.
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Dear family and friends, -

This has been a special year for Richard and me! We celebrated our 30t
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young once!

We visited Washington DC this summer and saw many monuments and
museums. |loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite
of mine.

You can see that the text disappears. It's now on the Clipboard, waiting to be
pasted.
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Now Jane clicks to the area where she wants to move this paragraph, and clicks
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Dear family and friend.s,

This has been a special year for Richard and me! We celebrated our 30t
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
el

ington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite

of mine.

enter to make room.

@HS O:

Paste (Ctrl+V)
Add ¢
your

tent on the
nert

Then Jane clicks on the Paste icon, which looks like a clipboard.

Letter to friends - Woed
INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVEEW VIEW Segn in ;r’;l
. A" A - A el=thize & b « a o~
16 A A A~ @ - SR L AdBbCeD: . AaBBCeDc AaBhCt [ i
“x RA-¥-A- B = 2. -+ | TNormsl | TNoSpac. Hesdingl [5| Ed09
font g Paragraph Styles ~
ly and friends,
Chpboard to

?

m =]

x

Jeen a special year for Richard and me! We celebrated our 30"
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young once!

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite

of mine.
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Dear family and friends, B

This has been a special year for Richard and mel We celebrated our 30
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young once!

We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this year.
EY DN

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite

of mine.
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Dear family and friends,

This has been a special year for Richard and me! We celebrated our 30"
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young once!

We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this year]

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite
of mine.

The text is pasted in the spot Jane selected. All she has to do is delete the extra
space, and she’s finished moving the text.
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May 25, 2013
Dear Joan,

Thanks for your letter! | enjoyed seeing the photos from your new
apartment!

Everything is going well with Richard and me. We were just out of town
visiting family, because our granddaughter Sissy turned 5. She had a
fun birthday party with 6 little friends running around. Richard dressed
up like a clown and the girls were unimpressed, but the adults had fun

Another feature is Copy. This feature lets you keep the text or image in its
original place, while making a copy to insert in another place.

Jane wrote a letter a few months ago, where she described her granddaughter’s
birthday party to a friend. She has decided to include this same text in the letter
she’s currently writing. Jane now has that letter open on her computer.
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May 25, 2013
Dear Joan,

Thanks for your letter! | enjoyed seeing the photos from your new
apartment!

Everything is going well with Richard and me. We were just out of town
visiting family, because our granddaughter Sissy turned 5. She had a

fun birthday party with 6 little friends running around. Richard dressed
up like a clown and the girls were unimpressed, but the adults had fun

i

Jane selects the text in the letter that she wants to copy, using the click and drag
technique.
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May 25, 2013
Dear Joan,

Thanks for your letter! | enjoyed seeing the photos from your new
apartment!

Everything is going well with Richard and me. We were just out of town
visiting family, because our granddaughter Sissy turned 5. She had a
fun birthday party with 6 little friends running around. Richard dressed
up like a clown and the girls were unimpressed, but the adults had fun

Once the text is selected, she clicks Copy on the clipboard menu. The icon looks
like two documents stacked on top of each other.
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somewhere else.

May 25, 2013

Dear Joan,

Thanks for your letter! | enjoyed seeing the photos from your new
apartment!

Everything is going well with Richard and me. We were just out of town
visiting family, because our granddaughter Sissy turned 5. She had a
fun birthday party with 6 little friends running around. Richard dressed
up like a clown and the girls were unimpressed, but the adults had fun

You can see that the text being copied stays in the document, since Jane is
using the Copy feature, not the Cut feature.
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May 25, 2013
Dear Joan,

Thanks for your letter! | enjoyed seeing the photos from your new
apartment!

Everything is going well with Richard and me. We were just out of town
visiting family, because our granddaughter Sissy turned 5. She had a
fun birthday party with 6 little friends running around. Richard dressed
up like a clown and the girls were unimpressed, but the adults had fun

Now that the text is copied to the clipboard, Jane minimizes the old document to
go back to her letter.
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Dear family and friends, -

This has been a special year for Richard and me! We celebrated our 30
wedding anniversary with friends at a small party. We brought out
photos from our wedding and haneymoaon so everyone had proof we
were young once!

We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this yearA| %

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite
of mine.

She clicks where she wants the text to go,
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: ly and friend's,

on the Clipboard to

Jeen a special year for Richard and me! We celebrated our 30"
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young once!

We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this year.

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite
of mine.

and then clicks on the Paste icon on the clipboard menu. The text from the old
letter is now pasted into the current letter.
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