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Cut, copy, and paste:  

To use these functions, you must have a document.  At the top of your screen, on the toolbar, you will see scissors, a clipboard with paper, etc.  If these icons are gray, you cannot use them.  If you already have a document, go to Edit, then to Select All, and click.  The icons should now be darker.  Click on the scissors to cut, then click on the clipboard to paste the same thing on the document.  This can be done as many times as you wish to copy the document.  You do not have to go back to Edit unless the icons are gray.  You can select the whole document, or using the mouse, you can click and drag to select only certain words or passages.
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