Chapter 3: Entering Text in Documents

Word provides easy-to-use but powerful tools for entering text in your documents. In
this chapter, you learn to enter, delete, and select text; move or copy text within
documents or between documents; and use bookmarks to mark places to which you
want to return easily.
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Insert and Add Text

Word has two modes for inserting text in a document: Insert mode and Overtype mode.
By default, Word is set to Insert mode; when you start typing, Word moves any existing
text to the right to accommodate the new text. By contrast, in Overtype mode, Word
replaces existing text to the right of the insertion point, character for character.

You may find you prefer one mode to the other, or you may want to set Word up so that
you can toggle quickly between the two modes.
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Insert and Add Text
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Insert Text Using Insert Mode

@© Click where you want to insert text.
The insertion point flashes where you clicked.
You can press @, @, o, or o to move the insertion point one character or line.

You can press &1 + & or & + @ to move the insertion point one word at a time to the right
or left.

Tourism

Tourism has long been one of the major industries in the Yucatan Peninsula and looks
likely to expand glnsiderably in the future.

Future Industri d Trends
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© Type the text you want to insert.

© Word inserts the text to the left of the insertion point, moving existing text to the
right.

Note: If you want to type over text in Insert mode, simply select the text and then type
over the selection.
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Insert Text Using Overtype Mode

© Position the insertion point where you want to replace existing text.

O Right-click the status bar.

The Customize Status Bar pop-up menu opens.
© Click Overtype to display a check mark beside it.
© An indicator appears in the status bar.

O Click the indicator to switch to Overty
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Tourism has long been one of the major industries in the Yucatan Peninsula and looks likely to
expand considerably in the future.
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© The indicator switches to Overtype.

Note: Each time you click the indicator, you switch between Overtype mode and Insert

mode.

© Type the new text.

As you type, Word replaces the existing text with the new text you type.
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How can | use the keyboard to control switching between Insert

mode and Overtype mode?

Click File to open Backstage View, and then click Options to display the Word Options
dialog box. Click Advanced in the left pane, go to the Editing Options section of the
Advanced pane, and then click Use the Insert key to control overtype mode (o changes
to m). Click OK to close the Word Options dialog box. You can then press == to switch
between Insert mode and Overtype mode.

Insert Symbols and Special Characters

Word provides a wide variety of symbols and special characters you can insert in your
documents. Symbols include accented letters, Greek characters, mathematical symbols,
and architectural symbols; special characters include em dashes and en dashes,
nonbreaking spaces, paragraph symbols, and section symbols.

The Symbol gallery gives you access at first to common symbols and then to the symbols
you use most frequently. To insert other symbols, and to insert special characters, you
use the Symbol dialog box.

Insert Symbols and Special Characters
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@ Click where you want the symbol to appear.
The insertion point appears.

@ Click Insert.
The Insert tab appears.
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© Click Symbols.
The Symbols panel opens.

O Click Symbol.

Note: Depending on your screen resolution, you may or may not see the Symbols button.

O The Symbols gallery appears. If the symbol you need appears in the gallery, click it and
skip the rest of these steps.

© Click More Symbols.

Symbols  Special Characters
Eont: (normal text) v | Sybset: Latin-1 Supplement
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Character code: 00FA from: Unicode (hex) v

AutoCorrect... Shortcut Key...  Shortcut key: Ctri+",U

The Symbol dialog box opens.
O The “[normal text]” item gives you symbols available in your current font.

O If you need to use a different font, click Font ~ and select the symbol’s font.
The available symbols change to match the font you selected.

© You can click ~ and v to scroll through available symbols.

O Click the symbol you want to insert.

© Click Insert.
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Demographical and Ethnological Charact ics
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O Word inserts the symbol in the document.
© Word replaces the Cancel button with the Close button.

© Click in the document.
Word moves the focus to the document.
The Symbol dialog box remains open.

© Type any text needed.

@ When you want to insert a special character, click the Symbol dialog box.

Demographical and Ethnological Characteristi

In the northeast part of the Yucatan Peninsula lies Canctn City—}

The Symbol dialog box becomes active again.

@ Click Special Characters.
The Special Characters tab appears.
@ Click the special character you want to insert.
@ Click Insert.
© The special character appears in the document.
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@ When you finish using the Symbol dialog box, click Close.
The Symbol dialog box closes.

Note: Windows includes the Character Map utility for inserting symbols and special
characters in any app. To run Character Map, click Start (=), type charmap, and then

press &=,

| |
How do | add a symbol or a special character quickly?

For a symbol or a special character you use frequently in various words, create a
keyboard shortcut by clicking Shortcut Key in the Symbol dialog box and then working
in the Customize Keyboard dialog box.

For a word or phrase you use frequently that uses one or more symbols or special
characters, create an AutoCorrect entry by clicking AutoCorrect in the Symbol dialog
box and then working in the AutoCorrect dialog box.

Create a Hyperlink

Word enables you to create hyperlinks to connect text or graphical elements in a
document to another file on your computer or on your company’s network or to a web
page on the Internet. Hyperlinks are useful for giving your readers direct access to other
information they may want to view.

Hyperlinks you create in a Word document work much like the ones you use on web
pages you browse. Pressing em while you click a hyperlink takes you to the linked location.

Create a Hyperlink

Information Resources

Visit our website for more information on this mee ®<="=
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B2 oo o s pr
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© Select the text or graphic you want to use to create a hyperlink.

© (lick Insert.
The Insert tab appears.

© Click Links.
The Links panel opens.
O Click Link.

O The Recent Items list shows suggested items. If one is suitable, click it and go to step 6.

© Click Insert Link.

You can right-click the selection and click Hyperlink instead of performing steps 2, 3,
and 4.

Insert Hyperlink ? X
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Folder
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Document | | Browsed 8
e ple CSV material.csv
B SSmple Workbook for CSV Export.dsx
Emai = n.: Sample Workbook from CSV.dsx
Address Files |7 Strategy Meeting Agenda - draft.docx
o

3 Strateqy Meeting Agenda - latest.docx v
Addrgss: | http:/mwww.notionalpress.com| v

The Insert Hyperlink dialog box opens.
O Click Existing File or Web Page.
O Files in the current folder appear here.
© Tolink to afile, click ~ and navigate to the folder containing that file.
© You can click Browsed Pages to view a list of web pages you have browsed recently.
© To link to a web page, click Address and type or paste the address.

© Click ScreenTip.

Set Hyperlink ScreenTip ? X
| ScreenTip text:
4 ‘ lick here to visit the Notional Press website|
i} Looki Q
Existing File 1 10 “ Cancel
or Web Page 1 Sa1sa wecpe ~ Bookmark...
Cyrrent ~
e | 89 Business Transactions.csv
3 Excel Formula Testingadsx Target Frame...
"‘g“ In "‘;‘ © Salsa Recipe.rtf
ocumen 5
| 3 Sample CSV materialcsv
2 £33 Sample Workbook for CSV Export.dsx
Email Regent. | Sample Workbook from CSV.xdsx
Address Files |G Strategy Meeting Agenda - draft.docx
7] Strateqy Meeting Agendsa - latest.docx v
Address: | http:/mwww.notionalpress.com ~
& oK Cancel

The Set Hyperlink ScreenTip dialog box opens.
© Type text that should appear when a user moves the pointer (R’) over the hyperlink.
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@ Click OK.
The Set Hyperlink ScreenTip dialog box closes.
@ Click OK in the Insert Hyperlink dialog box.
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@ EWord creates a hyperlink shown as blue, underlined text in your document.

® Move the pointer (I}) over the hyperlink.

@ The ScreenTip text you provided in step 9 appears, along with instructions to the
reader on how to use the hyperlink.

© The status bar shows the destination of the hyperlink.

TIPS

How do I use a hyperlink that appears in a Word document?
Press and hold = as you click the hyperlink. The linked document or web page will
appear.

| |
My hyperlink to a file does not work anymore. Why not?

Most likely, the file no longer exists at the location you selected in step 6. If you moved
the file to a new folder, edit the hyperlink to update the file location. To edit the
hyperlink, move the pointer ([?) over it and right-click. From the menu that appears, click
Edit Hyperlink to display the Edit Hyperlink dialog box, which works in a similar way to
the Insert Hyperlink dialog box.
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Delete Text

You can easily delete text from a document by pressing either Or =zl On your
keyboard. You can either delete a single character at a time or delete larger amounts of

text, as needed.

Pressing = deletes text to the right of the insertion point, whereas pressing ===
deletes text to the left of the insertion point.

Delete Text
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Delete Text Using the Delete Key

© Click to the left of the character you want to delete.
The insertion point flashes where you clicked.
You can press @, @, 8, or o to move the insertion point one character or line.
You can press &1 + & or @0 + @ to move the insertion point one word at a time to the right
or left.

© Press e on your keyboard.
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O Word deletes the character immediately to the right of the insertion point.
You can press and hold to repeatedly delete characters to the right of the insertion

point.
You can press o + zm to delete the word to the right of the insertion point.
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Information Resources

Visit our website for more information on this meeting.

You may also want to explore the following resources on

communication strategy:

Pagelof3 18words [[  Enghsh (United States (@OisplaySettings Difocs B & B - ' + 1%

Using the Backspace Key

© Click to the right of the character you want to delete.
The insertion point flashes where you clicked.

= on your keyboard.

© Press -

82



Maiings  Review  View  Help &
=

®E RS (O W =g~ & | 6| &

Fle  Home Inset Draw  Design  layot  References

Amange Al
Bl Amage Switch | Macros | Properties
Bispie D Wndows~ |~

Window Macros | Sharepot ~

Read Print  Web Focus Immersive | Show | Zoom
Reader > >

Immerswe

Information Resources
Visit our website for more information on this meeting.
You may also want to explore the following resource/on

communication strategy: !

B - ' + 170N

ods [P Engish United States @0iplaySettings Difocs @ @

© Word deletes the character immediately to the left of the insertion point.
=== to repeatedly delete characters to the left of the insertion

You can press and hold &=

point.
= to delete the word to the left of the insertion point.

You can press & + [
TIPS

How can | delete a large block of text quickly?

Select the block of text, and then press either or zzzzm; either key deletes selected

text. See the section “Select Text,” later in this chapter.

How can I recover text | deleted by accident?
Use the Undo feature in Word to restore the text you deleted. See the section “Undo,

Redo, and Repeat Changes,” later in this chapter.

Insert Blank Lines

You can insert blank lines in your text by inserting paragraph marks or line breaks. Word
stores paragraph formatting in the paragraph mark, which you can display by clicking
Show/Hide (v) in the Paragraph group on the Home tab. When you start a new
paragraph, you can change the new paragraph’s formatting without affecting the
preceding paragraph’s formatting.

You use line breaks to start a new line without starting a new paragraph. For example,
you might use line breaks for the inside address of a letter or to break lines of verse.
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Insert Blank Lines
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Display Paragraph Marks and Start a New Paragraph

© Click Home.
The Home tab appears.

@ In the Paragraph group, click Show/Hide ().
Paragraph marks and other hidden characters appear.
© Click where you want to start a new paragraph.

O Press =,

© Word inserts a paragraph mark and moves any text to the right of the insertion point
into the new paragraph.
Note: For more information on styles an

d displaying paragraph marks, see Chapter 6.
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Insert a Line Break

© Click where you want to start a new paragraph.
© Press cm + em.,

© Word inserts a line break.

Note: Any text on the line to the right of where you placed the insertion point in step 1
moves onto the new line.

Note: Click Show/Hide () in the Paragraphs group on the Home tab when you want to
hide paragraph marks again. Alternatively, press & + cm + 0.

Undo, Redo, and Repeat Changes

You can use the Undo feature to reverse actions you take while working in a document.
For example, if you accidentally delete text, you can use Undo to recover it. Or if you
apply formatting and find it unsuitable, you can use Undo to remove the formatting.

You can undo either a single action or multiple actions. If you undo an action by mistake,
you can use the Redo feature to restore what you have undone. You can also repeat an
action quickly.

Undo, Redo, and Repeat Changes
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Undo 10 Actons
Dear Ms. Wheale,
Thank you for your query about joining our Selected Suppliers

Program.
We appreciate your interest in this program, but at present we have
no vacancies in it.
We will keep your details on file for any vacancy that occurs in the
0 (D Unghoh mted Statess _insent (§Onpioy Settings D focws B8 B ]

Note: The position of the insertion point does not affect using the Undo feature.

© Click ~ to the right of Undo (&).
Note: To undo only the last action, click Undo (&). From the keyboard, press &2 + .

The Undo pop-up menu opens.
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© Click the action up to which you want to undo your recent actions.
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December 1, 2020

Kathryn Wheale
Roman Candles, Inc.
4460 Smithfield Blvd.
Anytown, AY99999

Dear Ms. Wheale,

Thank you for your query about joining our Selected Suppllersﬂ
Program.

We appreciate your interest in the program, but at present we have
no vacancies in it.

© Word undoes those actions. In the example, among other changes, Word has removed
the bold from the text that is selected.

O If you change your mind after undoing one or more actions, click Redo (&) to redo the
last action. You can click Redo (&) as many times as needed, up to the number of
actions you have just undone.

Note: When there is no action you can redo, Repeat (@) replaces Redo (&) on the Quick
Access Toolbar. Click this button to repeat the last action. If Redo is dimmed, there is no
action you can repeat.

Select Text

Before performing many tasks in Word, you select the existing text on which you want to
work. For example, you select existing text to underline it, align it, change its font size, or
apply color to it.

You can use the keyboard and the mouse together to select a word, a sentence, or your
entire document; you can even create a selection that contains text in different locations.
If you like to keep your hands on the keyboard as much as possible, you can select text
using only the keyboard.
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Select Text
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December 1, 2020

Kathryn Wheale
Roman Candles, Inc.
4460 Smithfield Blvd.
Anytown, AY99999

Dear Ms. Wheale,
Thank you for your query about joining our Selected Suppliers
Program.

We appreciate your integest in this program, but at present we haveﬂ
no vacancies in it.

We will keep your details on file for any vacancy that occurs in the
future.
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Select a Block of Text

© Move the pointer (1) to the left of the first character you want to select.

O Click and drag to the right and down over the text you want to select, and then release
the mouse button.

O The selection appears highlighted, and the Mini Toolbar appears.

Note: This example hides the Mini Toolbar so that you can see the beginning and end of
the selection.

Kathryn Wheale
Roman Candles, Inc.
4460 Smithfield Blvd.
Anytown, AY99999

Wittt U A NS A
Dear Ms. Wheale, BIYUL A T IS sy

Thank you for your query about joining our Selected Suppliers
Program.

We appreciate your ij st in this program, but at present we have
no vacancies in it.

We will keep your details on file for any vacancy that occurs in the

future. Please let us know if you would prefer us to remove your
information from our database instead.
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Select a Word

© Double-click the word you want to select.
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© Word selects the word, and the Mini Toolbar appears.
You can move the pointer (E}) away from the Mini Toolbar to make it disappear.
he Mini Toolbar.

® o

Note: See Chapter 1 for details on using t
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December 1, 2020

Kathryn Wheale
Roman Candles, Inc.
4460 Smithfield Blvd.
Anytown, AY99999

Dear Ms. Wheale,
Thank tecdsbape |14

- A A& Ay joining our Selected Suppliers
Progris 1 u - A-iz.i=- .,.,,@
We appreciate your interest in this program, but at present we have

no vacancies in it.
Please let us know if you 1 prefer us to remove your
a

information from our dat e instead.

Select a Sentence
© Press =0 while you click anywhere in the sentence you want to select.

© Word selects the entire sentence.

© The Mini Toolbar appears. You can move the pointer (L}») away from the Mini Toolbar
to make it disappear.

Note: See Chapter 1 for details on using the Mini Toolbar.
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December 1, 2020

Kathryn Wheale
Roman Candles, Inc.
4460 Smithfield Blvd.
Anytown, AY99999 & s

Dear Ms. Wheale,
Thank you for your query about joining our Selected Suppliers

&We appreciate your interest in this program, but at present we have
no vacancies in it.

Please let us know if you would prefer us to remove your
information from our database instead.

Select the Entire Document

© Click Home.
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The Home tab appears.

O (Click Editing.
The Editing panel opens.

© Click Select.
The Select panel opens.

O Click Select All.

© Word selects the entire document.

Note: You also can press em + o to select the entire document.

TIPS
| |

How can | select text using the keyboard?

Press and hold =m while pressing o, o, 0, or o. You also can press @m + e to select, for
example, several words in a row. If you press and hold zm + =2 while pressing o five
times, you select five consecutive words to the right of the insertion point.

How can | select noncontiguous areas of text?

Select the first area using any of the techniques described in this section. Then press and
hold == as you select the additional areas. Word selects all areas, even if text appears
between them.

Mark and Find Your Place with Bookmarks

Word’s Bookmark feature enables you to mark places in a document so that you can
easily return to them later. A bookmark can mark a point in text, such as a point between
words; a range of text, such as a word or a sentence; or a graphical object, such as a
shape or a picture.

By default, Word does not display bookmark indicators, but you can set Word to display
them so that you can see where your bookmarks are. Even when displayed, bookmark
indicators do not print.
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Mark and Find Your Place with Bookmarks

December 1, 2020

Kathryn Wheale
Roman Candles, Inc.
4460 Smithfield Blvd.
Anytown, AY99999

Dear Ms. Wheale,
Thank you for your query about joining our Selected Suppliers
Program.

We appreciate your int n this program, but at present we have
no vacancies in it.

Please let us know by DEADLINE if you would prefer us to remove
your information from our database instead.

0 (D Enpioh Unted Staten _inent @ousinsengs Direas @ NN & - [

Mark Your Place

© Select the item you want to mark. This example uses a placeholder word.

Note: To select a point in text, position the insertion point there by clicking or by pressing
o, o, 0, or g, as needed. To select a graphical object, click it.

© Click Insert.
The Insert tab appears.

© Click Links.
The Links panel opens.

O Click Bookmark.
Bookmark ? X
Bookmark name:
&Deadline_for_Removal_from_DatabaseI m
Delete
GoTo
Sort by: @ Name
O Location
[[] Hidden bookmarks
Cancel
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The Bookmark dialog box opens.

© Type a name for the bookmark.

Note: Each bookmark name must start with a letter. After that, the bookmark name can
contain letters, numbers, and underscores, but not spaces, up to 40 characters
maximum.

O Click Add.
Word creates the bookmark.

The Bookmark dialog box closes.

Sincerely yours,

Jacinth Guzman
Administrator

Selected Suppliers Program

Go to a Bookmark

© Click Insert.
The Insert tab appears.

@ Click Links.
The Links panel opens.

© Click Bookmark.
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We appreciate your interest in this program, but at present we have
no vacancies in it.

Please let us know by DEAD] i vould prefer us to remove
your information from our database Ifistead.

Sincerely yours, —

Jacinth Guzman
Administrator
Selected Suppliers Program

The Bookmark dialog box opens.
O Click the bookmark you want to go to.

© Click Go To.

O Word selects the bookmark.

Note: If the bookmark is a single point in text, Word moves the insertion point to that
point.

O Click Close.
The Bookmark dialog box closes.

How can | display bookmarks in my document?

Click File to display Backstage View, and then click Options to open the Word Options
dialog box. In the left pane, click Advanced. In the Show Document Content section,
click Show bookmarks (o changes to e). Click OK to close the Word Options dialog box.
Word displays open and close brackets representing a bookmark that has contents. A
bookmark that marks a point looks like an I-beam (7).

Move or Copy Text

You can move information in your document by cutting it to the Clipboard, a temporary
storage area, and then pasting it elsewhere, either in the same document or in another
document. You also can repeat text by copying it to the Clipboard and then pasting it
elsewhere.
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Another way of moving or copying information is by using drag and drop. You can drag
and drop information either within the same document or to another document. Drag
and drop does not use the Clipboard.

Move or Copy Text

Course:
Instructor:
Location:

B

Move or Copy Text Using Ribbon Buttons

© Select the text you want to move or copy.
Note: To select text, see the section “Select Text,” earlier in this chapter.

@ Click Home.
The Home tab appears.

© To move text, click Cut (1); to copy text, click Copy ().

Note: If you cut text, it disappears from the screen.

Course:

Instructor:
Location:

Hours:

Course:
Instructor:
Location:
Hours:

O Click to place the insertion point where you want the text to appear.
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© Click Paste ('0).
O The text appears at the new location.
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Move or Copy Text Using Drag and Drop
© Select the text you want to move or copy.

© To copy the text, press em while you drag the selected text to where you want the copy

to be. Word displays the Copy pointer (%El) as you drag.
To move the text, simply drag the text to its destination. Word displays the Move

pointer (%i) as you drag.
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© The copied or moved text appears at the new location.

TIPS

Can | can move or copy text using the menus?
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Yes. Select the text that you want to move or copy, and then right-click it. The context
menu and the Mini Toolbar appear; click Cut or Copy on the context menu. Then place
the insertion point at the location where you want the text to appear, and right-click
again. From the context menu, click Paste.

Can | copy or move information other than text?

Yes. You can copy or move any element that you can select, such as text, pictures,
tables, graphics, and so on. You also can copy or move text from one Word document to
another; see the next section, “Share Text Between Documents.”

Share Text Between Documents

You can move or copy information both within the current document and between two
or more documents. For example, suppose that you are working on a marketing report

and some colleagues provide you with background information for your report. You can
copy and paste the information from the colleagues’ documents into your document.

Any text that you cut disappears from its original location. Text that you copy continues
to appear in its original location and also appears in the new location you choose.

Share Text Between Documents

Mot @D B 9~ + Schedue Notes - Saved 1o this PC P GoyHemoms @ @ o X

Mathematics
Course: 101

tructor: Franz Sabinsky
Location: Room 402A
Hours: TBC

Geography

Course: 101

Instructor: Chris Novak
Location: HallC

Hours: 9:00 to 11:30 AM

HO?yDc'r'c!osm-m B

© Open the documents you want to use to share text.

© Select the text you want to move or copy.
Note: For details on selecting text, see the section “Select Text,” earlier in this chapter.
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Mathematics
Course: 101

Instructor: Franz Sabinsky
Location:  Room 402A
Hours: TBC

Geography

Course: 101

Instructor: Chris Novak
Location:  HallC

9:00 to 11:30 AM

Hours:

© Click Home.
The Home tab appears.
O Click Cut (1) if you want to move the text, or click Copy (=) if you want to copy the text.

© Switch to the other

document by

hedie ] - Saw

clicking its button in the Windows taskbar.

Coyanows B @ o

bote |81 . ¥ A-2-A

Memo

To: All Staff Members
From: Joan Akers
Date: 12 December 2020

Re: Current Schedule of Classes

Piease review the current schedule of classes and let me know any confiicts by Monday.

The other document appears.

O Place the insertion point where you want the text you are moving or copying to
appear.

@ Click Paste ('),
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Please review the current schedule of classes and let me know any conflicts by Monday.
Mathematics
Course: 101
Instructor:  Franz Sabinsky
Location:  Room 402A
Hours:TBC
& Geography
Course: 101
Instructor:  Chris Novak
Location: HallC

Hours:9:00 to 11:30 AM (-

g seops_Direon 8 NN & -

O The text appears in the new location.

TIPS

What is the button that appears temporarily after | paste?

Word displays the Paste Options button (=«:-) to let you control the formatting of the
selection you are pasting. See the section “Take Advantage of Paste Options,” later in
this chapter, for details on how to use Paste options.

How do I control the default format Word uses when | paste text?

After pasting something, click Paste Options (=«-), and then click Set Default Paste to
display the Word Options dialog box. Go to the “Cut, Copy, and Paste” section, and
choose options there. Click OK when you finish.

Move or Copy Several Selections

For regular cut, copy, and paste operations, Word shares the Windows Clipboard with all
your PC’s other apps. The Windows Clipboard stores only a single item at a time, so each
item you copy or cut replaces the existing item.

Microsoft Office includes an enhanced clipboard called the Office Clipboard, which can

save up to the last 24 items that you cut or copied. You can use the Office Clipboard to
paste multiple items into a Word document or into another Office file, such as an Excel

workbook or a PowerPoint presentation.
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Move or Copy Several Selections

apaoms rort . [ " “ vor | sonsmay
o—cﬁpboard . x Justthink of all the stuff that's on your PC
« Your finances

*  Your email
* Phone numbers

hocumg the Righe Yype of o Addresses
iy el D « Bookmarks of web sites

Backup device. Do chesce o * [add some more examples of stuff here]
rovp——-

&) Bl demrhe sy [chapter 2: Get Your PC Organized for Backup
P What you need at this potnt is a magic wand that you could wave and have your PC
ﬁ simply back up all the files for you

Except the ones that you don't need to back up.

Windows does offer a way of backing up every single file on your PC
provided that you've got the nght version of Windows.

and that you've got enough hard disk space to save copies of all the files - which
can be a big ask if you've got stacks of songs, pictures, and videos

Your first step in getting all your important files backed up is getting your file system
in order, 5o that you know which folders you need to back up.

Lots of people put their documents, spreadsheets, and so on wherever the fancy takes
them

© Click Home.
The Home tab appears.
@ Click the Clipboard group dialog box launcher ().
© The Office Clipboard pane appears.
© The top item is the newest item and is the item on the Windows Clipboard.

© Other items are ones you have previously cut or copied. These items are no longer on
the Windows Clipboard.

© The icon to the left of an item indicates the app it came from.

- x * Your finances
* Your email
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) BT K ey elintle What );ou n.ecd at this point is a magic wand that you could wave and have your PC

() et stmply back up all the files for you

Except the ones that you don't need to back up.

Windows does offer a way of backing up every single file on your PC
provided that you've got the right version of Windows.

and that you've got enough hard disk space to save copies of all the files - which
can be a big ask if you've got stacks of songs, pictures, and videos

Your first step in getting all your important files backed up is getting your file system
in order, so that you know which folders you need to back up.

wummmmu.m.wuvamfm'm
them.

Optsoms. That's all well and creative but it's likelv to cause nroblems when thev want to do
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© Select the text or information you want to move or copy.
O Click Cut (1) or Copy ().

Note: This example uses Cut (1), so the selected item disappears from the document’s
text.
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provided that you've got the right version of Windows.

and that you've got enough hard disk space to save copies of all the files - which
can be a big ask if you've got stacks of songs, pictures, and videos

Your first step in getting all your important files backed up is getting your file system
in order, so that you know which folders you need to back up.

That's all well and creative, but it's likely to cause problems when they want to do
anvthing arderly like hacking nn files or restoring them
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© An entry for the cut or copied material appears at the top of the Clipboard pane.

Note: Repeat steps 3 and 4 for each selection you want to move or copy. Word adds each
cut or copied item to the Clipboard pane, with the newest item at the top.

Cprows & rom

5 3 st .
x in order, so that you know which folders you need to back up.

That's all well and creative, but it’s likely to cause problems when they want to do
anything orderly like backing up files or restoring them

Material to Use Elsewhere)
Choosing the Right Type of Backup Device

The next choice you have to make is a suitable backup dmccﬁ

This choice is absolutely. cuticall

© Click in the document or in a different document where you want to place text you cut
or copied.

O Click a selection in the Clipboard pane to place it in the document.

@ The entry appears in the document.

© Repeat steps 5 and 6 to paste other items from the Clipboard, as needed.

O If you want to place all the items in one location, and the items appear in the Clipboard
pane in the order you want them in your document, you can click Paste All.

TIPS

| |
Why does a down arrow appear when | point at an item in the
Clipboard pane?

If you click ~, a menu appears. From this menu, you can click Paste to add the item to
your document, or you can click Delete to remove the item from the Clipboard pane.
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Must | display the Office Clipboard to collect copied elements?

No. Click the Options button at the bottom of the Clipboard pane, and then click Collect
Without Showing Office Clipboard. As you cut or copy, a message appears in the lower-
right corner of your screen, telling you how many elements are stored on the Office
Clipboard. You must display the Office Clipboard to paste any item except the one you
last cut or copied.

Take Advantage of Paste Options

Word’s Paste Options feature enables you to choose what formatting Word applies to a
selection you paste into a document. For example, when you paste text that you cut or
copied from a different document, you can keep the text’s original formatting, make the
text pick up the formatting of the location into which you paste it, or paste only
unformatted text.

The paste options available depend on what you’re pasting and where you’re pasting it.
This section shows how to paste information from an Excel workbook into a Word

document.

Take Advantage of Paste Options

Sove ” O - @ ¢

1 [Staffing Projections i
PR Division 2019 2020 g2021 2022 g
3 |North 42 51 51 45|

East 16 20 20 20

4

5 |West 2 a 4 7_30
6 |South 95 100 100 641

7

8

Sheet!

© Make a selection. This example uses an Excel spreadsheet selection, but you can select
text in a Word document.

@ Click Home.
The Home tab appears.

© Click Copy ().
Note: If you want to cut the selection from the source, click Cut (1) instead of Copy (m).
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& Staffing Projections

Division 2019 2020 2021 2022
North a2 51 s1 as

East 16 20 20 20
West 2 4 ) 7
South 95 100 100 64

O Position the insertion point in your Word document where you want to paste the
information.

© Click Home.
The Home tab appears.
O In the Clipboard group, click ~ below Paste (Lﬂlj).
O Buttons representing paste options appear.
© To preview formatting for the selection, point at the Keep Source Formatting button (

e

Staffing

Projections | |
Division | 2019 | 2020 | 2021 2022
North 42 51 51 45
East 16 20 20 20
West 2 4 4 7

South 95 100 100 | 64 |

© To preview formatting for the selection, point at the Use Destination Styles button (

)
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Staffing Projections
Division 2019 2020 2021 2022

North 42 51 51 45
East 16 20 20 20
West 2 4 4 7
South 95 100 100 64

© To preview formatting for the selection, point at the Keep Text Only button ().

@ Click a Paste Options button to paste the selection and specify its format in your Word
document.

What do the various Paste Options buttons mean?
These are the five most widely useful Paste Options buttons:

Click Keep Source Formatting (%) to make the pasted material retain its
original formatting.

Click Use Destination Styles (2) to make the pasted material take on the
formatting of the location where you paste it.

Click Merge Formatting () to merge the formatting of the pasted material
into the formatting of the location where you paste it.

Click Picture (/&) to paste the material as a picture, not as text.

Click Keep Text Only (%) to paste text with no formatting.
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