Copy and Paste Exercise Word 2007/2010
In Microsoft Word, you can copy text from one area of the document and place that text elsewhere in the document. As with cut data, copied data is stored on the Clipboard. 
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Copy - Using the Ribbon 
1. Type the following: You will want to copy me. One of me is all you need. 

2. Highlight "You will want to copy me." 
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Choose Home > Copy from the Ribbon.

Paste - Using the Ribbon 

1. Place the cursor after the period in the sentence: "One of me is all you need." 

2. Press the spacebar to leave a space. 

3. Choose Home > Paste from the Ribbon. 

4. Your text should now read:  "You will want to copy me. One of me is all you need. You will want to copy me."

Alternate Method -- Copy by Using Keys 

1. Type the following: You will want to copy me. One of me is all you need. 

2. Highlight "You will want to copy me." 

3. Press Ctrl-c. 

Alternate Method -- Paste by Using Keys 

1. Place the cursor after the period in the sentence "One of me is all you need." 

2. Press the spacebar to leave a space. 

3. Press Ctrl-v. 

4. Your text should now read:  "You will want to copy me. One of me is all you need. You will want to copy me." 

Cut - Using the Ribbon
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Type the following: I am content where I am. I want to move. 

2. Highlight "I want to move." 

3. Choose Home > Cut from the Ribbon. 

4. Your text should now read:  "I am content where I am."

Paste - Using the Ribbon
1. Place the cursor after the period in the sentence "I am content where I am." 

2. Press the spacebar to leave a space. 

3. Choose Home > Paste from the Ribbon.

4. Your text should now read "I am content where I am. I want to move."

Alternate Method -- Cut by Using Keys 

1. Type the following: I want to move. I am content where I am. 

2. Highlight "I want to move." 

3. Press Ctrl-x. 

4. Your text should now read.  "I am content where I am." 

Alternate Method -- Paste by Using Keys 

1. Place the cursor after the period in the sentence: "I am content where I am." 

2. Press the spacebar to leave a space. 

3. Press Ctrl-v. 

4. Your text should now read.   "I am content where I am. I want to move." 

You can also use Copy, Cut and Paste By right clicking on your mouse.
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