HOW TO CUT/COPY AND PASTE

	HOW TO COPY AND PASTE

When you find text or a graphic that  you want to copy from the Internet to a Word document:

· Open a new Word document.

·  Save it and minimize it.

· Go back to the page that you want to copy.

Highlight the text or click on the picture that you want to copy

· Right Click in the document.

 A dropdown box will open.





Left click on Copy
Open your Word document
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	Right click 

Left click Paste
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	HOW TO CUT AND PASTE

The steps are the same except that you will Left click on Cut instead of Copy.

Highlight the text or click on the picture that you want to cut.

Right Click  





Left click on Cut
Open your Word document

Right click 

Left click Paste
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*Remember that if you Cut something from a document you are really removing it. So, make sure that that is what you want to do.
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