
Vnit 2.3.1. Wonkip4 th Text. 

1 TEXT BASIcs 
T6 insert tert: 

Move ybu mouse tothe loation where you wowt 
to insert tent in the docmenT. 

Let-cdiek he mouse, he inserfion point appens 
ype the text you want to nsenT 



2. T6 seleet text 

lare-fhe inseztion poimt neet do he text you Pant to selerf. 

Left-cliek your mouse, Whle naldin it oleusn, 
Ahag yowr mpuse oves he text to selert it 

Release the mouse butten, A highiaphteol ox 
ull appoar over the selecteoltovt 

3. lo cut anol paste tert. 

to cu Soleet te textyon wanT to ct 

Cuck the cut commaid n the Home tab 

Phaee fhe nsetien pornt whee ou sast paste ler 

cek fhe faste commreln the Home tas.T- 
l Appear 
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