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Select or Highlight, Cut, Copy and Paste 



Select or Highlight 

 To choose a part of a document by clicking the left 

mouse button, hold the button and dragging over it 

with the mouse to highlight the text. 
 

 



Copy 

 Highlight the text that you want to repeat. 

 

 

 Click the                 (copy) icon. 

 

 

 Click to put the                    (cursor) in your document where you want to paste the 

text you copied. 

 

 

 Click the                       (paste) icon.  Your text will be inserted. 



Cut 

 Highlight the text that you want to move to another part of your document. 

 

 

 Click the                 (cut) icon. 

 

 

 Click to put the                    (cursor) in your document where you want to paste the 

text you cut. 

 

 

 Click the                       (paste) icon.  Your text will be inserted. 



Keyboard Shortcuts for Copy, Cut and Paste 

 

 Copy: Press 

 

 

 Cut:  Press 

 

 

 Paste: Press 


