Copy and Paste practice

Open another instance of your word processor and arrange your window side by side.  
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We are going to copy from this document and paste into the new document.

First method
Highlight this line for the menu method. 

Select Edit on the menu

Select Copy

Go to the new document 

Click where you want to paste it

Select Edit on the menu

Select Paste

Second Method Toolbar, Icon

Highlight this line for the toolbar/ribbon icon method.

Click on  the Copy Icon from the menu/toolbar

Can’t find it, hover over the icons to see which icon is the copy

Go to the new document

Click where you want to paste it

Click the Paste Icon 
Third Method the Keyboard method
Highlight this line for the Ctrl+C, Ctrl+V keyboard method

Hold the Ctrl key down and Press C

Go to the new document

Click where you want to paste this sentence

Hold the Ctr key and press V 

Fourth Method the right Click Method

Highlight this line for the Right Click Method.

RIGHT-Click on the highlighted text

Click on Copy

Go to the new document

Right Click where you want to paste the sentence

Click on Paste

Fifth exercise
Copy this Picture and Paste it in your new document.

Click on the picture to select it

Copy it to the clipboard (any method)

Select the new document and paste (any method)
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Copy and Paste practice

Open another instance of your word processor and
arrange your window side by side.
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Print Screen method
Sometimes a website won’t let you copy and paste, you can still take a snapshot of the screen with the Print screen Key.  Press the Prnt Scrn key, and then navigate to the new document and paste the screen capture.

Drag and Drop
End of Drag and Drop

Highlight the sentence that says End of Drag and drop.  

Click on the highlighted text, but do not release the mouse button,

and drag it to the next line.

Highlight the whole section and click on the selection and drag it to the new document.  

Shift Method For Large selection
Click at the bottom of this paragraph then, go to the beginning of this document and hold down the shift button and click to highlight the whole document.  Copy it and paste it in the other window.

