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How to… Copy & Paste in any Microsoft application
In this tutorial we are going to copy and paste.
There are a number of ways we can copy & paste in Microsoft Applications (Word, PowerPoint, Excel, Access etc).
My preferred way is to use the right mouse click option.

I will now copy & paste the first line of this document using the right mouse click option.

First I must highlight the text or object that I wish to copy & paste. 

I do this by left mouse clicking at the beginning of the text, I hold down the left mouse button and drag the mouse until I have highlighted all I wish to copy & paste.

In this tutorial we are going to copy and paste.

Another way is to use the toolbar at the top of the page.

First highlight 

Click where you want the text to be pasted.
In this tutorial we are going to copy and paste.

Next we are going to use the icons on the toolbar to copy & paste.

Highlight first, 

Click where you want to paste it,

In this tutorial we are going to copy and paste.

Finally we will use the keyboard to copy & paste.

Highlight first.

I have just pressed the CTRL & C keys together.

Next I will hold down the CTRL & V keys to paste 

In this tutorial we are going to copy and paste.

You now have four different ways to copy & paste.

One final tip, let us say you wish to copy and paste a great deal of text, a simple way is to use the keys on your keyboard.
By pressing the CTRL & A key at the same time all of the text and objects within your document is highlighted.

Use any of the above tips or ways to now paste 
