Lesson C3c – Handout
Copy Text and Paste to Another Part of a Document

· Select/highlight the text you intend to copy.  For this exercise the learner will copy the name of the author and move it to the beginning of the quote.  Select the author name.

· Click on Edit on the Menu bar
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· Click on Copy

· Place the cursor (Insertion point) to the new location.  For this exercise you will place the cursor at the beginning of the quote.
Don’t give up.  Keep going.  There is always a chance that you will stumble onto something terrific.  I have never heard of anyone stumbling over anything while he was sitting down.  Ann Landers

· Click on Edit on the Menu bar as shown above

· Click on Paste

· The author’s name will appear in the new location and will remain in the existing location at the end.

After the copy functions have been completed, the document will look like the example below.

Ann Landers.  Don’t give up.  Keep going.  There is always a chance that you will stumble onto something terrific.  I have never heard of anyone stumbling over anything while he was sitting down.  Ann Landers 
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Sample Document to be stored on a diskette by, the instructor, The document name
B should be- Technology Student

Don't give up. Keep going. There is always a chance that you will stumble onto
- something terific. I have never heard of anyone stumbling over anything while he was
sitting down. [ERYE

After the cut functions have been completed the document will look like this.
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