This is an beta website by Inclusive Bytes CIC, The aim is to
create one location for digital resources in Oldham.
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Mastering the Magic of the
Copy-Paste Feature.

COPY AND PASTE

between devices and platforms

How to Copy and Paste

There are two primary ways to copy and paste:

1. Using Keyboard Shortcuts:
»First, locate the “Ctrl” (Control) key on your
keyboard, typically found at the bottom left and
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right.

= To copy, highlight the text or select the object,
then press Ctrl + C. This saves it to your
clipboard.

To paste, navigate to the desired location and
press Ctrl + V. The copied content will appear
without removing it from the original location.

2. Using the Right-Click Menu:

- Highlight the text or select the object.

» Right-click and choose “Copy” from the menu.

 Navigate to your destination, right-click again,
and select “Paste” to insert the content.

This simple technique boosts efficiency and reduces manual
work. And, here are some examples on how this might be used in
the field;

Work & Productivity:

- Sending Emails Efficiently: If you frequently send
similar responses, you can copy a pre-written message
and paste it into new emails instead of typing it out
each time.

- Editing Documents: When working on reports, you can copy
key data from one section and paste it elsewhere without
rewriting it.

- Spreadsheet Management: Copy and paste formulas or data
between cells in Excel or Google Sheets to speed up
calculations and organization.

Education & Learning:

= Taking Notes: When researching online, you can copy
important quotes or definitions and paste them into a
document for later reference.

= Writing Essays: If you’'re structuring an essay, you can
move sections around by copying and pasting paragraphs
instead of rewriting them.



 Coding & Programming: Developers frequently copy code
snippets from documentation or previous projects to save
time.

Personal Use:

- Sharing Information: Copy and paste a link to share an
article, video, or product recommendation with friends.

= Filling Out Forms: Instead of repeatedly typing your
email address or home address, you can copy it from a
saved document and paste it into online forms.

= Social Media Posts: If you want to share the same
message across different platforms, copying and pasting
prevents retyping.

Whether you’'re working, studying, or just sharing something
fun, copying and pasting makes life a little easier. Once you
get the hang of it, you’ll wonder how you ever managed without
it!
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