
How-To Copy and Paste Information 

Objective 

This guide outlines the steps to effectively copy and paste information using a computer, 
ensuring efficient communication and reduced errors. 

Key Steps 

  

1. Introduction to Copy-Paste 0:00 

 

●​ Copy-paste is a method to transfer information from one location to another. 
●​ Useful for saving time and sharing information. 

  

2. Mouse Usage 0:40 

https://loom.com/share/0a5ed72d7f6b43498420bc9b9cbc02d6?t=0
https://loom.com/share/0a5ed72d7f6b43498420bc9b9cbc02d6?t=40


 

●​ Use the left mouse button for selecting text. 
●​ Use the right mouse button for opening the context menu. 

  

3. Selecting Text 1:13 

 

https://loom.com/share/0a5ed72d7f6b43498420bc9b9cbc02d6?t=73


●​ Position the mouse at the beginning of the text. 
●​ When the cursor changes to an 'I', press and hold the left mouse button. 
●​ Drag the mouse to the end of the desired text and release the button. 

  

4. Copying Selected Text 2:40 

 

●​ Right-click on the selected text to open the context menu. 
●​ Click on 'Copy' using the left mouse button. 

  

5. Pasting Copied Text 3:28 

https://loom.com/share/0a5ed72d7f6b43498420bc9b9cbc02d6?t=160
https://loom.com/share/0a5ed72d7f6b43498420bc9b9cbc02d6?t=208


 

●​ Navigate to the destination (e.g., email). 
●​ Right-click in the message area where you want to paste. 
●​ Click on 'Paste' using the left mouse button. 

  

6. Selecting All Text on a Page 4:10 

https://loom.com/share/0a5ed72d7f6b43498420bc9b9cbc02d6?t=250


 

●​ Position the mouse at the beginning of the text. 
●​ Press and hold the left mouse button, dragging to the bottom of the page. 
●​ Release the button to select all text. 

  

7. Copying and Pasting All Selected Text 5:15 

https://loom.com/share/0a5ed72d7f6b43498420bc9b9cbc02d6?t=315


 

●​ Right-click on the selected area and click 'Copy'. 
●​ Go to the email and right-click in the message area. 
●​ Click 'Paste' to insert all the copied information. 

Cautionary Notes 

●​ Ensure you are selecting only the text you need to avoid unnecessary information. 
●​ Be cautious when copying sensitive information to avoid sharing it unintentionally. 

Tips for Efficiency 

●​ Familiarize yourself with keyboard shortcuts (e.g., Ctrl+C for copy, Ctrl+V for paste) to 
speed up the process. 

●​ Practice selecting text in different applications to improve your skills. 

Link to Loom 

https://loom.com/share/0a5ed72d7f6b43498420bc9b9cbc02d6 

 

https://loom.com/share/0a5ed72d7f6b43498420bc9b9cbc02d6
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