
 

© Janet Benincosa, 2002 
jhbeninc@access.k12.wv.us 

Page 1 of 1 
 

 

 
 
 
 

 
 

 
 

• Highlight the piece of text you want to move. 

• Select the Scissors icon (or File > Edit > Cut). 

• Move your cursor to where you want the text to appear. 

• Left-click your mouse. 

• Select the Clipboard icon (or Paste under the edit menu). 

Your selected text should be where you moved it 

and removed from its original location! 


