
COpy AND PASTE TUTORIAL

Selectinq All the Text:
There are 3 ways to select "all the text" on a page.

1. Click on "Edit" in the toolbar, and choose "Select All"
2. Right click on the page, and choose "Select All" from the menu.
3. Keyboard Shortcut, depress the "Ctrl" key + "A" key.

Select a sinqle word. phrase. sentence. or paraqraph.
Place the cursor at the start of the text you wish to select, depress and hold-
down the left mouse button. Now drag the cursor in the direction of the text you
wish to select. To the right or left for single words or phrases, up or down for
sentences and paragraphs. When all the text is selected, release the mouse
button.

Selectinq Text in a Textbox or Text Editor..
When selecting text in a text area first place the cursor over the text area and
click once on the left mouse button to activate the cursor. The cursor will now be
blinking in the text area.

Four ways to select all the text in a text area:

1. Click on "Edit" in the toolbar, and choose "Select All"
2. Right click on the text area, and choose "Select All" from the menu.
3. Keyboard Shortcut, depress the "Ctrl" key + "A" key.
4. With the cursor blinking at the top of the text area, hold down the

"Shift" key + the "Down" arrow.

Two ways to select a single word, phrase, sentence, or paragraph.

5. Place the cursor at the start of the text you wish to select, depress
and hold-down the left mouse button. Now drag the cursor in the
direction of the text you wish to select. To the right or left for single
words or phrases, up or down for sentences and paragraphs. When
all the text is selected, release the mouse button.

6. With the cursor blinking at the start of the text you wish to select,
depress the "Shift" key and using the left, right, up, or down arrows
select the text you wish to copy.

COpy the Text:
Whether you selected a single word, phrase, sentence, paragraph, or all the text




