Copying and Pasting

1.Open the program that you wish to copy text from.

2.Select the document that you are copying text from by clicking on its icon on the task bar at the bottom of the screen if it is not the active document.

[image: image1.emf]3. Select EDIT and SELECT ALL from the drop down menu to highlight all of the text. If you do not want all of the text then manually highlight only that which you wish to copy.

[image: image2.emf]4.Select EDIT and COPY from the drop down menu to take note of the highlighted text.

5. Open the program you wish to copy text to. If it is already open, then click on its icon on the task bar to make it active.

[image: image3.emf]6. Choose EDIT and PASTE from the drop down menu to copy the text from the previous document to the active one.

7. Choose FILE and SAVE to store the new document to disk. This can then be mailed if you wish as an attachment (see attachment procedure).
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