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Cortar, copiar y pegar
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Una funcion util de Microsoft Word y de muchos otros programas es la
capacidad de cortar, copiar y pegar. Estas funciones le permiten a usted tomar
imagenes o textos de un documento o archivo en su computadora y anadirlos
a otro documento o archivo.

Puede copiar casi cualquier texto o imagen en una computadora para pegario a un
documento de Word. Veamos estas funciones en accion con la carta de Jane.
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Dear family and friends,

This has been a special year for Richard and me! We celebrated our 30"
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young oncel

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
Mational Zoo because there were red lion tamarins which are a favorite
of mine.

We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this year.

Jane ha decidido cambiar el orden de los parrafos de su carta. Para hacerlo,
va a utilizar las funciones de cortar y pegar en Word.
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Dear family and friends, 2

This has been a special year for Richard and me! We celebrated our 30
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young once!

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
Mational Zoo because there were red lion tamarins which are a favorite
of mine,

We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this year.
le

Para cortar y pegar, Jane necesita utilizar el método de hacer clic y arrastrar de
nuevo para resaltar el texto que quiere mover.
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a special year for Richard and me! We celebrated our 30t
wedaaing anniversary with friends at a small party. We brought out
photos from cur wedding and honeymoon so everyone had proof we
were young once!

We visited Washington DC this Sl.il'l'lmil and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are freel | especially enjoyed the
Mational Zoo because there were red lion tamarins which are a favorite

of mine,

We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this year.

Una vez que ha resaltado el texto, Jane va al menu del portapapeles. Puesto
gue quiere mover este texto, Jane selecciona la opcion “Cut”, cuyo icono se

parece a un par de tijeras.
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Dear family and friends,

This has been a special year for Richard and me! We celebrated our 30"
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young once!

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite
of mine.

Usted puede ver que el texto desaparece. Esto se debe a que ahora esta el
portapapeles a la espera de ser pegado.
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Dear family and friends, =

This has been a special year for Richard and me! We celebrated our 30t
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we

el

hington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite
of mine.

Ahora Jane hace clic en el area donde quiere mover este parrafo y presiona
Enter para hacer espacio.

B H % & Letter ta friends - Woed M -1 %
“ HOME SERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVEEW YIEW Sign in :
- "
= By W A EVIE L. P 8y 258
ry CupiEedd =[i6 - A A Aa- @ = - s = 4 naBbceDe| Asgboene AaBbC o T
Pt e fA-¥-4A-E (2. - - | THomal | THoSpec- Hesdingl |3 EOt9
lipboatd e font ) Paragraph . 3 ] - ~
Paste (Cta1:V) ly and friends,
Add content on the Chpboard to

WP oL e

ieen a special year for Richard and me! We celebrated our 30"
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young once!

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the

National Zoo because there were red lion tamarins which are a favorite
of mine.

A continuacion, Jane hace clic en el icono de pegar, el cual se parece a un
portapapeles.
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This has been a special year for Richard and me! We celebrated our 30t
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young oncel

We hoth love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this year.
L () -

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite
of mine.
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Dear family and friends,

This has been a special year for Richard and me! We celebrated our 30"
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young oncel

We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this \rear.l

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are freel | especially enjoyed the
Mational Zoo because there were red lion tamarins which are a favorite
of mine,

El texto se pega en el lugar seleccionado por Jane. Todo lo que tiene que hacer es
eliminar el espacio extra y habra terminado de mover el texto.
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May 25, 2013
Dear Joan,

Thanks for your letter| | enjoyed seeing the photos from your new
apartment!

Everything is going well with Richard and me. We were just out of town
visiting family, because our granddaughter Sissy turned 5. She had a
fun birthday party with 6 little friends running around. Richard dressed
up like a clown and the girls were unimpressed, but the aduits had fun

Otra funcion es la copia. Esta funcidn le permite mantener el texto o la imagen
en su lugar original mientras hace una copia para insertarla en otro lugar.

Jane escribié una carta hace unos meses en la que describid la fiesta de
cumpleanos de su nieta a un amigo. Ella ha decidido incluir este mismo texto
en la carta que esta escribiendo actualmente. Jane tiene ahora esa carta
abierta en su computadora.
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May 25, 2013

Dear Joan,

Thanks for your letter! | enjoyed seeing the photos from your new
apartment!

Everything is going well with Richard and me. We were just out of town
visiting family, because our granddaughter Sissy turned 5. She had a
fun birthday party with 6 little friends running around. Richard dressed
up like a clown and the girls were unimpressed, but the adults had fun

Jane selecciona el texto de la carta que quiere copiar utilizando la técnica de
hacer clic y arrastrar.
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Dear Joan,

Thanks for your letter] | enjoyed seeing the photos from your new
apartment!

Everything is going well with Richard and me. We were just out of town
visiting family, because our granddaughter Sissy turned 5. She had a
fun birthday party with 6 little friends running around. Richard dressed
up like a clown and the girls were unimpressed, but the adults had fun

Una vez que ha seleccionado el texto, hace clic en “Copy” en el menu del
portapapeles. El icono se parece a dos documentos apilados uno encima
del otro.
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May 25, 2013

Dear Joan,

Thanks for your letter| | enjoyed seeing the photos from your new
apartment!

Everything is going well with Richard and me. We were just out of town
visiting family, because our granddaughter Sissy turned 5. She had a
fun birthday party with 6 little friends running around. Richard dressed
up like a clown and the girls were unimpressed, but the adults had fun

Usted puede ver que el texto que se esta copiando permanece en el documento,
ya que Jane esta utilizando la funcion de copiar, no la funcién de cortar.
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Dear loan,

Thanks for your letter] | enjoyed seeing the photos from your new
apartment!

Everything is going well with Richard and me. We were just out of town
visiting family, because our granddaughter Sissy turned 5. She had a
fun birthday party with 6 little friends running around. Richard dressed
up like a clown and the girls were unimpressed, but the adults had fun

Ahora que el texto se ha copiado en el portapapeles, Jane minimiza el documento
antiguo para volver a su carta.
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Dear family and friends,

This has been a special year for Richard and me!l We celebrated our 30t
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young once!

We both love spending time with the youngest members of the fanjily,
especially our granddaughter Sissy. She turned 5 this year. | c}

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite
of mine.

Hace clic en donde ella quiere poner el texto,
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i ieen a special year for Richard and me! We celebrated our 30"
wedding anniversary with friends at a small party. We brought out

photos from our wedding and honeymoon so everyone had proof we
were young oncel

We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this year.

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the

Mational Zoo because there were red lion tamarins which are a favorite
of mine.

y luego hace clic en el icono “Paste” del menu del portapapeles. El texto de la
carta antigua ahora se ha pegado en la carta actual.
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