Cut, Copy & Paste Shortcuts
There is an enormous array of keyboard shortcuts, but those for cut, copy and paste are often useful.
Select some text, either with your mouse or by holding down the Shift key and using the cursor keys. You can use the Shift key in combination with the shortcuts discussed in ICT Tip #63; you can also select entire words with Ctrl + Shift + ← / →, or entire paragraphs with Ctrl + Shift + ↑ and ↓.
You can cut, copy or paste by right clicking on the selecting, but you can also do it with the keyboard, which can be quicker than moving your hands over to your mouse if you’ve been typing with both hands:

· Ctrl + X cuts the selected text; an easy way to remember is that the X looks like a pair of scissors.

· Ctrl + C copies the selected text – c for copy.

· Ctrl + V pastes the previous cut/copied text; there’s no easy way to remember this one other than it’s next to the X and the C.

You can use these in combination with the mouse, e.g. right-click on an image on a website and Copy it, then use Ctrl + V to paste it somewhere.

As a reminder, the only difference between cut and copy is that the former removes the selected content; it’s therefore useful for moving rather than replicating. Cut content can still be pasted multiple times, though.

