Helping Stockport get online

Fresh Start — Copy & Paste

In this session we are going to be looking at copying and pasting information. This
includes selecting text or documents and transferring them from one place to
another.

Copy & Paste

1 [ Copying and pasting can be done in
various places throughout using a
computer, smartphone or tablet
computer.

Typically, copying and pasting is
taught alongside cutting but we
aren’t going to look at cutting

information or images in this
session.

Knowledge check — What's the difference between cutting and copying?

2 | Firstly, to copy and paste anything Get online
you need to select what you intend
to copy. This is the same whether

you are looking at selecting text or
an image.

3 | We are going to look at copying and

Your Name

pasting text but the process is the oA o st o | A | P e /02
same for images too. In the example Estersond tle

below, we are going to look at R R e
copying and pasting information .

from a CV into an online job
application form.
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4 | When filling in job application forms,

you may be asked to provide Warehouse Assistant
information which you already have
typed into a CV. This can be a *Requre

barrier for some bUt Copylng and Please provide your full name *

pasting the information from the CV
to the online form can save having
to retype everything.

Please tell us a little about yourself. This is a chance to inform
us what kind of employee you would be. *

To the right is a mock job application

. . . Select below which of the shift patterns you are applying for.
form that is aSklng for a prOfESSIOHa| Selecting more than one increases your chance of us being able
profile. This is something often o findyouarole.*

. . . [J 6am-2pm
included in a CV so we can copy it |
) . . . J 2pm-10pm
from there directly into this online -
pm - 6am

form.

Professional Profile

5 | You'll need to have both your CV (or

whatever text/ it is you are trying to s Your dance o<l oo e oo enplre, youbadic desrie it youofer 60
copy) open as well as the online ssample

form or location you are wanting to
copy the information in to open too.

For those using a laptop, you need
to left-click just before the text you
are wanting to copy and then, whilst
holding the left click down, drag the
mouse until you reach the end of the
text you are wanting to copy. The
text should all be highlighted.

6 | For those using a tablet computer or [ ou | com | puse ]
a smart phone, you need to hold ft:’::::;“. Rt L T

allows us to see what's happening on your Mac and fix the problem while you watch in real

your finger down near the text you
are Want'ng to Copy u nt|| a boX Ilke We can almost certainly hQ‘|p you. We charge $30 per quarter hour-- (billed in 15 minute

. increments (i.e. $30 for a 15 minute consultation, $60 for a 30 minute consuitation and so
the one on the right appears. You =
can drag and drop the blue sticks at
the end of the paragraph to

encompass the text you want to
copy.

Professional Profile

7 | Those using a tablet computer or a
smartphone, now need to select the Compon eyt petencs, il et vt 5 w904 R 12

Example Calibri (Body) = [ 10« A" A" A
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copy option. Those using a laptop,
need to right click on the text they’'ve
highlighted and select the copy
option from the menu.

You have now managed to copy the
text and attached it to a virtual
clipboard, saved on the device you
are using.

You now need to go to the place that
you wish to paste the text/image in
to.

For those using laptops, you would
right click in the space you wish to
paste the text/image and select

paste from the menu that appears. <]

For those using a tablet computer or
a smartphone, you need to press
and hold down with one finger in the
spae you wish to paste the
text/image and select paste.

Synonyrms

i
M

Translate

Inzert

B Split Cells...

Link

e

iD Paste Options:

o TUREET " THET = TR =

/%"*—}A
®

Srnart Lockup

Delete Cells...
Border Styles
Text Direction...

Table Properties...

Mew Comment

4

Copying and pasting gets easier the
more of it you do.

Using the below form, have a go at
copying and pasting text into it.

https://goo.qgl/forms/7W1km4ZelSBr
Fpesl

AQUESTIONS

Warehouse Assistant

Please fill in the below application form for the role of Warehouse Assistan

Please provide your full name *

Please tell us a little about yourself. This is a chance to inform us whatkind *

of employee you would be.

it
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