Word-processing without  toil !                                                             

                   7. How to MOVE and COPY text  ? 



The ability to move and/or copy text is essential in the process of EDITING. A MOVE operation removes he text from its current location and places it elsewhere in the same ( or even a different ) document; a COPY operation retains the text in its present location and places a duplicate elsewhere. Either operation can be accomplished using the WINDOWS clipboard and a combination of the commands: CUT, COPY and PASTE.   

   The CLIPBOARD,      What is it ?

It is a temporary storage area available to any Windows application. Selected text is cut or copied from a document and placed onto the clipboard from where it can be pasted to a new location(s). To move the text we use the CUT command.

TO CUT/COPY And  PASTE  Selected TEXT

( GO TO  MENU BAR,

CLICK:  EDIT-COPY or CUT-
(The text is placed in the Clipboard )

Then,move the Insertion point to the new location, and

CLICK: EDIT –PASTE

NOTICE: The CUT, COPY and PASTE commands are found in the EDIT menu , or can be executed by clicking the appropriate buttons on the STANDARD toolbar.

 ( You can also go to these commands RIGHT CLICKING 

ELSEWHERE in the document. ) The contents of the clipboard  are replaced by each subsequent CUT or COPY command, but are UNAFFECTED by the PASTE command.
