Deleting, Cutting, Copying, Moving
Rick Shur


Deleting one character
The Delete key takes out characters  TO THE RIGHT of the cursor. The Backspace key takes out characters TO THE LEFT of the cursor.

Deleting sections of your document permanently
To take out a section of a document, you must first "select" it. Using the mouse, hold down the left button of the mouse as you pull your mouse through the part that you want to select. It should become highlighted as you drag your mouse. After you have dragged though the portion you want, let go of the left mouse button. Hit the Delete key and all of that section will disappear, forever!

Cutting sections of your document temporarily
You can delete something from your document but keep it in the computer's memory so that you can get it back again. This is called "cutting." Cutting takes things out of your document, but they will not be lost forever. To "cut" a portion of your document, select the text (section) that you want to cut, as per the above instructions. However, don't hit the Delete key. Instead, hit the Ctrl-X combination (hold down the Ctrl key and quickly hit the X). This will take out the highlighted section, but it will remain in memory. You can also RIGHT-click the mouse, and choose cut from the pop-up menu. You can also use the Menu bar (at the top) and choose Edit/Cut.

Moving sections of your document
In order to move a piece of your document, you have to "cut" it first, as per the above "cutting" instructions. After you have cut the section you want to move, put the cursor (click the mouse or move with the arrow keys) in the new position where you want to move the text selection. Then hit the combination Ctrl-V (hold down the Ctrl key and quickly hit the V). This is called "pasting." It will put the selection that you have most recently cut into the new position. You can also RIGHT-click the mouse, and choose paste from the pop-up menu. You can also use the Menu bar (at the top) and choose Edit/Paste.

Copying sections of your document
If you want to keep a section of your document in one place, but also copy it in other places, you can do so with the "copy" combination of Ctrl-C (hold the Ctrl key down while quickly hitting the C). You can also RIGHT-click the mouse, and choose copy from the pop-up menu. You can also use  Edit/Copy in the Menu bar. Then move the cursor to another part of the document and use the "paste" command (Ctrl-V) to add the same selection to a new place. You can also RIGHT-click the mouse, and choose paste from the pop-up menu. You can also use Edit/Paste in the Menu bar. The selection in memory will stay in memory until you either turn off the computer or "cut" (Ctrl-X) or "copy" (Ctrl-C) a new selection. Each time you "cut" or "copy," whatever was in memory before is pushed out of memory to make room for the new selection.
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